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PEEFACE. 



IN these pages will be found the result of the latest and best efforts of the authors to provide a 
text-book on the theory and practice of book-keeping. The Book-keeping has been a phe- 
nomenally successful book. While it was designed primarily for use in the school from which it 
emanated, it at once secured popular favor and a wide introduction into other schools. Since its 
publication, ten years ago, it has been the leading class-book upon this important topic, and has 
reached the enormous sale of two hundred thousand copies. 

The book has been changed and improved in minor parts from time to time as occasion seemed to 
demand, and during the past two years it has undergone a complete revision. The first part of the 
book was revised during the past year, and the tests given it by many teachers have fully demonstrated 
the wisdom of the changes which were made. The revision of the advanced portion of the book has 
just been completed, after much careful study, patient investigation, extended research among business 
houses, consultation with commercial teachers, and thorough tests of the matter selected ; and it is 
presented to the public with confidence that it will be found thoroughly practical, replete with the best 
ideas of the day on the subject, and presented in a logical and teachable manner. 

It is the design of this work that the student's mind shall be constantly directed to the matter in 
hand — that of learning practical book-keeping — and not become confused by theories that can be of 
no possible use to him in pursuing the course of study, nor of the least value to him in after life. As 
in the former work, therefore, it has been the aim to avoid unnecessary theorizing, yet to give a 
competent reason for every step to be taken, in the belief that the pupil, if he have the ability to 
master the subject under any circumstances, will be able to secure from the explanations and illustra- 
tions given, a thorough knowledge of the science of accounts. 

The claim made for this work to superiority over other publications of its character, is based, par- 
ticularly, upon the manner in which the transactions selected as a basis of the student's work have been 
graded, the fullness of explanation of every step to be taken, the placing of such explanations in 
immediate proximity to the transactions, the system of references to the illustrations adopted, the 
encouragement to progress in penmanship afforded by the engraved pages, the ability of the pupil to 
rely upon himself, and the material lessening of the labor of the teacher. 
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Double Entry Book-Keeping. 



pOOK-KEEPING * is a record of business transactions. ' The object of such record is to enable the 
•^ proprietor to determine, at any time, the true condition of the business. 

"The two methods of book-keeping in use are termed * Double Entry and Single Entry, The 
following explanations refer to Double Entry. Single Entry will be explained and illustrated later. 

^Donble Entry Book-keeping in its original and simplest form makes use of three books, 
called Day Booh, Journaly and Ledger. 

• The Day Book^ or Blotter as it is sometimes called, contains a statement of the business trans- 
action in detail. ' The record should be made as soon as the transaction takes place, " to guard against 
errors which might be occasioned by a delay in making the entry. 

• The Journal contains the Debits and Credits, taken from the Day Book, and arranged in a form 
convenient for transferring to the Ledger. " Deciding upon and arranging the debits and credits in 
the Journal is called Journalizing. "There are four forms in which journal entries may appear: 
( 1 ) One debit and one credit. ( 2 ) Two or more debits and one credit. ( 3 ) Two or more credits and 
one debit. ( 4 ) Two or more debits and two or more credits. " In every journal entry the sum of the 
debits and the sum of the credits must be equal. " The Day Book and Journal may be combined, " by 
writing the particulars regarding the transaction in connection with the journal entry. 

"The Ledger contains the final results, "which are exhibited by collecting all debits and credits 
having the same name under one heading. *^Such a collection of debits and credits is called an 
Account. " The left side of an account is the Debit, and " the right side the Credit. " Transferring 
the debits and credits from the Journal to the Ledger is called Posting. 

" The terms Debit and Credit^ are abbreviated Dr. and Or. 

Other books than those described above are generally employed in double entry book-keeping ; ss, 
Cash Book, Sales Book, Bitt Book, Invoice Book, etc., and when used they modij^ or limit the scope of 
the Day Book and Journal. 

" The books employed in double entry are classed as Principal and Auxiliary. 

"A Principal Book is one from which or to which entries are posted. *^A11 others are Auxiliary 
books. 



II 



In double entry book-keeping there are three kinds of accounts: accounts with Persons, accounts 
with Property, and accounts representing Allowances made to us, or made by us, from which we realize 
Gains or sustain Losses; as^ Interest, Discount, ExcJuinge, Premium, Storage, Commission, E^enses, etc. 

NoTB.— It Iei not expected that the pupil will eommit to memory, at this time, the deflnitiona and rules, as he will do 
this more easUy and with a much better understanding of their application if he learn the roles as he has occasion to 
apply them in connection with the work to be performed. 

It is desirable, however, that the definitions, rules, illustrations, and the questions following them, be carefully 
studied before entering upon the regular work of the sets, beginning on page 20. 

The debits and credits in any business transaction may be determined by the following 
General Bale* — Debit whatever costs value. Credit whatever produces value. 
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THBORETICAIi AND PRACTICAL BOOK-KEEPING. 



GENERAL RULES FOR JOURNALIZING. 



'•Persons are Debited, 

^When they get into our debt; mid 
* When we get out of their debt, 

"Property is Debited, 

Under an appropriate title, as Mdse., Real Estate^ 
Cashy etc.y when tt conies into our possession. 

** Allowances are Debited, 

Under appropriate titles, as Interest, Exchange, 
Commission, etc, , when made by us. 



" Persons are Credited, 

• When we get into their debt; and 
^ When they get out of our debt. 



90 



Property is Credited, 

Under its approjyriate title, when it goes out of our 
possession. 

" Allowances are Credited, 
Under their appropriate titles, when made to us. 



The three kinds of accounts mentioned above are divided into *^two general classes, "one class 
showing Gains and Losses, " and the other Resources and Liabilities. 



" Gains. 

An account exhibits a Oain, if that which it 
represents has produced us more than it has cost. 

" Liabilities. 

An account exhibits a Liability, if it represents 
an amount owing by us. 



" Losses. 

An account exhibits a Loss, if that which it 
represents has cost us more than it has produced. 

" Resources. 

An account exhibits a Resource, if it represents 
property on hand, or an amount owing to us. 

" The excess in an account showing either a Resource or a Loss will be on the debit side, and *" the 
excess in an account showing either a Liability or a Gain will be on the credit side. 

QUESTIONS. 

" When are persons debited? " When credited? " When is property debited ? " When credited? 
'* When are allowances debited ? " When credited ? " Into how many general classes are accounts 
divided? **"" What does each show? " When does an account show a Loss? " When a Gain? " When 
a Resource ? " When a Liability ? " Which side of accounts showing Resources and Losses is the larger? 
**0f accounts showing Liabilities and Gains? 



SPECIAL RULES FOR JOURNALIZING. 

The following additional rules, definitions, and explanations are given to supplement and empha- 
size the foregoing general rules, as a further aid to the student in the work of journalizing. 

THE PROPRIETOR. 



" The person engaging in business has an account opened under his own name, in which are to be 
entered the sum or sums by him invested and withdrawn, and, at stated periods, the net gain or net 
loss resulting from the prosecution of the business. " The title Stock is sometimes used instead of 
the proprietor's name. Explanations for a co-partnership will be given later. 

RULE. 
"Debit the Proprietor, ** Credit the Proprietor, 

^For his liabilities assumed by the business; *For his investment at commencing business; 

^For amounts drawn from the business for his pri- ^ For subsequent iyivestments ; and 

vate use; and "For the net gain. 
^For the net loss. 



46 



The difference between the sides of the proprietor's account at commencing business is called the 
Net Investment. ** The difference in the account at the close of business, after the net gain or net losa 
has been transferred to it, is called the Net Worth, or Present Worth. 



Dr. 



THEORETIOAL KSTb PRAOTIGAL BOOK-KEEPING. 



ILLUSTRATION 



Lorenzo H. Fairohild (Proprietor). 



. Or. 



For a liability assumed and to be paid out 
of the business, 600.00 

For an amount drawn by him for his pri- 
vate use,... 800.00 

ISOO 



For his investment at commencing busi- 
ness, - 5000.00 

For a subsequent investment, 1000.00 

For the net gain, 576.00 



« 661S 



Total credit to proprietor's account, as per footing, _ 6676.00 

*' debit " " " " 1300.00 



The difference is the proprietor's Present Worth, ^ $6275.00 

QUESTIONS. 

" For what is the proprietor credited? *' For what is he debited? " What is the difference between 
the sides of the proprietor's account at commencing business called? "What is the difference called 
after the net gain or net loss has been entered in the account? " What title is sometimes used instead 
of the proprietor's name? 



PERSONAL ACCOUNTS. 

** If a person buys goods from us, to be paid for at a future time, he gets into our debt. ** At the 
time he pays for them he gets out of our debt. " If wc buy of a person in like manner we get into his 
debt. ••At the time we pay him we get out of his debt. Therefore, for personal accounts, we have the 



RULE. 



•1 



* Debit a person when he gets into our debt, 
also 
** • Debit a person when we get out of his debt, in 
full or in part. 



*■ * Credit a person wheji he gets out of our debt, 
in full or in part, 
also 
" * Credit a persoji when we get into his debt. 



%% 



When a person buys goods, without paying for them at the time of purchase, the transaction is 
fiaid to be On Account. ** If the debit side of a personal account is larger than the credit, he owes us 
the difference, and this difference is " a Resource. •' If the credit side of a personal account is larger 
than the debit, we owe him the difference, and this difference is " a Liabilitv. 



Dr. 



ILLUSTRATIONS. 
Jambs W. Harding. 



Or. 



SOLD HIM ON ACCOUNT. 



10 bbls. Sugar, 90.00 

10 ch. Japan Tea, 150.00 

5 bags Coffee, 100.00 

S40 



RECEIVED PROM HIM ON ACCOUNT. 



Cash, 150.00 

** 50.00 

soo 



Total amount of goods sold him on account, as shown oy the debit footing, 340.00 

Total amount of cash received from him orf account, as shown by the credit footing, 200.00 

The difference shows what he still owes us (a Eesource), 140.0<^ 
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THEOBETICAL AND PRACTICAL BOOKKEEPING. 



Dr. 



H. W. Wood & Co. 



Or. 



PAID THEM ON ACCOUNT. 



BOUOHT OF TREX ON ACCOUNT. 



Cash, 150.00 

" 1 100.00 

S60 



50 bbls. Flour, 250.00 

20 " Sugar, 150.00 

400 



Total amount of goods bought of them on account, as shown by the credit footing, 400.00 

Total amount of cash paid them on account, as shown by the debit footing 250.00 

The difference shows what we still owe them (a Liability), 150.00 



QUESTIONS. 

" •• * When is a person to be debited ? " •♦ * When credited ? " If a person buys goods and does not 
pay for them at the time of purchase, what is said of the transaction? ^ When a person's account is 
debited more than it is credited, does he owe us, or do we owe him? ** Is the difference a resource or a 
liability? ^*How is it when the credit side of a person's account is the larger? ^'Is the difference a 
liability or a resource? 



** Under this title everything considered money is to be entered: as, "Specie, Bank Bills, Sight 
Drafts, Postal Orders, etc. 



RULE. 



*Debit cash when it is received. 



I " Credit cash when it is paid out. 



** The difference between the sides of Gash account will show the cash o^ hand. " Gash on hand 
is a Resource. ** The credit side of Gash account cannot be greater than the debit side, because **more 



cash cannot be paid out than has been received. 



Dr. 



ILLUSTRATION. 
Cash. 



Or. 



RECEIVED. 



For 50 bbls. Flour, 300.00 

" 20 " Pork, 200.00 

" J. B. Jones' acct., 150.00 

660 



PAID OUT. 



For Rent of Store, 
'' 200 bbls. Salt, 



100.00 
300.00 

400 



Total amount of cash received, as shown by the debit footing, 
'' '' " paid out, '' " " credit " 



650.00 
400.00 



The difference shows the cash on hand (a Resource), 250.00 



QUESTIONS. 

"What is to be entered in the Gash account ? "What is considered money? ••When is Cash 
debited ? ** When credited ? "What does the difference between the sides of the Gash account show? 
" Is cash on hand a resource or a liability ? " Which side of Gash account must be greater when there 
is any difference ? •' Why ? 
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MERCHANDISE. 



M 



This title is applied usually to all goods the proprietor is dealing in as a business. ** If it is 
desired to show results in detail, separate accounts must be opened: as^ Flour, Com, Wheat, etc., instead 
of including all under the general heading, Merchandise. 

R ULE. 
^ Debit Mdse, for the cost of the goods bought. \ ** Credit Mdse, for the proceeds from goods sold. 

'" Since the debit side of Mdse. shows what the goods cost, and the credit side what they sell for, 
the difference must show the gain or loss — providing the goods have all been sold. " When a portion 
of the goods remains unsold, deduct their value from the debit side — or add it to the credit side — and 
the difference between the sides, after this has been done, will show the gain or loss? ^' If the credit 
side of the account is the larger, the difference is a gain; ^Mf the debit side is the larger, the difference 
is a loss. '* Property remaining unsold is called an Inventory. 

ILLUSTRATION. 
Dr, Merchandise. Cr. 



GOODS BOUGHT. 



60 bbls. Flour, 250.00 

80 " Beef, 300.00 

20 " Pork, 160.00 

110 



GOODS SOLD. 



50 bbls. Flour, 300.00 

20 " Pork, 200.00 

000 



v» 



Inventory, 30 bbls. Beef remaining unsold (a Resource), 300.00 

Total proceeds from sales, as shown by the credit footing, -, 500.00 

Total cost of goods, as shown by the debit footing, 710.00 

Deducting value of goods remaining unsold (Inventoried at cost), 300.00 

Gives the cost of the goods sold, 410.00 

This, deducted from the proceeds from sales, gives the gain, 90. 00 

QUESTIONS. 

« 

••To what is the title Merchandise applied? '^ Why are separate accounts sometimes opened with 
the different articles, instead of including them all under the general heading Merchandise? '"For 
what is Mdse. debited? •• For what credited? '• What does the difference between the debit and credit 
sides show? " When a portion of the goods remain unsold, what must be done to find the gain or loss? 
'• What 18 property remaining unsold called? " When the credit side of Mdse. is larger than the debit, 
does the difference show a gain or a loss? 



'•"Under this title are to be entered the written promises of other parties, payable at a future time, 
which come into our possession: as, Notes and Time Drafts. 

RULE. 
'** Debit Bills Receivable when received. \ "Credit Bills Receivable when disposed of. 

"The difference between the sides of the account will show the Biys Beceivable on hand. '"The 
amount of Bills Beceivable on hand is a Resource. ^ The credit side of the Bills Receivable account can 
never be larger than the debit, because a greater amount cannot be disposed of than has been received. 
*• Bills Receivable account is debited and credited with the face value of the bills, ^ the account will 
therefore balance when all have been disposed of. 
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Dr. 



ILLUSTRATION. 
Bills Receivable. 



O. 



RECKIVED. 



Jno. Smith's note, 600.00 

Boyd & Sons '' 1000.00 

Draft on Jones & Co., 60 ds., 200.00 

1800 



DISPOSED or. 



Smith's note paid at maturity, 600.00 

Boyd & Sons note discounted at Bank, .. 1000.00 

1600 



Total Bills Receivable received as shown by the debit footing of the account, 1800.00 

'' " " disposed of " " credit " '' '' 1600.00 

The difference shows the Bills Receivable on hand (a Resource), 200. 00 

QUESTIONS. 

" What are included under the title Bills Receivable? " When is Bills Receivable account debited ? 
"When credited ? ^ Why cannot the credit side of Bills Receivable account be larger than the debit ? 
" What does the difference in Bills Receivable account show ? " Is the amount of Bills Receivable on 
hand a Resource or Liability? " When will the account balance? 



BILLS PAYABLE. 

•* Under this title are to be entered our own written promises issued to other parties, payable at a 
future time: as, Notes and accepted Time Drafts. 



RULE. 



t4 



Debit Bills Payable when redeemed. 



Bft, 



Credit Bills Payable when issued, that is, when 
given. 



•• The difference between the sides of the account will show the amount of Bills Payable out- 
standing. "^ The amount outstanding is a Liability. ^^ The debit side of Bills Payable account cannot 
be larger than the credit, '• because a greater amount cannot be redeemed than has been issued. *" Bills 
Payable account is credited and debited for the face value of the bills. " The account will therefore 
balance when all have been redeemed. 



Dr. 



ILLUSTRATION. 
Bills Payable. 



Cr. 



REDEEMED. 



Note favor of Potter paid, 500. 00 

Acceptance favor of Brown paid, .... 180.00 

680 



ISSUED. 



Note favor of Geo. Potter,' 500. 00 

Accepted Draft favor of A. Brown, 180.00 

Note favor of E. P. Reed, 400.00 

1080 



Total Bills Payable issued as shown by the credit footing of the account, 1080.00 

Total Bills Payable redeemed " " debit '' '' " 680.00 

The difference shows the Bills Payable outstanding (a Liability), 400.00 



QUESTIONS. 

"What are included under the title Bills Payable? "When is Bills Payable account credited ? 
•* When debited ? " " Why cannot the debit side of Bills Payable account be larger than the credit ? 
"What does the difference in Bills Payable account show? " Is the amount outstanding a Liability or 
a Resource? •* When will Bills Payable account balance? 
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"Under this title are to be entered all amounts expended for carrying on the business: as. Bent, 
OfBce Books and Office Furniture, Clerks' Salaries, etc. " If it is desired to show results in detail, 
separate accounts must be kept with Salaries, Rent, Office Furniture, etc., instead of including them 
all under tlie general heading Expense. 

RULE. 

•* Dehit Expense with any outlay for carrying " Credit Expense with returns 07i anything pre^ 
on the business. viously debited to Expense. 

Expense account generally shows a loss. 

ILLUSTRATION. 
Dr. Expense. Cr. 



»fl 



EXPENDITURES. 



For Rent, 100. 00 

" OfficeDesk, 60.00 

" " Books, 10.00 

160 



RETURNS. 



From Office Desk sold, 40.00 



Total expenditures as shown by tlie debit footing of the account, 160. 00 

*' returns " " credit " " " 40.00 



The difference shows the loss, 120.00 

QUESTIONS. 

•"What is to be entered under the title Expense? "What must be done if it is desired to exhibit 
results in detail ? " For what is Expense debited ? " For what credited ? " What does !ES;cpense 
account generally show ? 

INTEREST AND DISCOUNT, 

•^ Interest is the compensation allowed for the use of money. •' Discount is the allowance made 
for the payment of a debt before it is due. 

RULE. 



** Debit Interest and Discount when allowed to 
others. 



100 



Credit Interest and Discount when allowed to 



us. 



"* When the debit side of the account is the larger, the difference is a Loss. "^ When the credit 
side is the larger, the difference is a Gain. "* The above rule will apply also to Exchange, Premium, 
Collection, Storage, Commission, etc. 

ILLUSTRATION. 
Dr. Interest and Discount. Cr. 



ALLOWED TO OTHERS. 



ALLOWED TO US. 



Interest on Smith's Note, 12.00 



Discount on Boyd & Son's Note, 10.00 

Interest on Potter's " 5. 00 

15 

Total allowed to others, as shown by the debit footing, 15.00 

" " " us " '' credit " 12.00 



The difference shows the loss, 3.00 

QUESTIONS. 

" What is Interest ? " What is Discount ? " When are Interest and Discount debited ? "• When 
credited ? "* When tlie debit side of the account is the greater, is the difference a loss or a gain? "• To 
what other accounts will the above rule apply ? 
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THEORETIOAL AND PRACTICAL BOOK-KEEPING. 



EXAMPLES IN JOURNALIZING. 

Note. — The f ollowiog twenty-seven examples, representing a series of business transactions, are designed to illustrate 
the application of the principles embodied in the foregoing General and Special Rules, and to serve as references to aid 
the student in the work of journalizing. These examples are not to be written up, but should be carefully studied by 
the student in the following manner: First read the Day Book Record for the business transaction; next see what 
Journal Entry is made for it; next consult the rules and principles governing the journal entry, as per reference figures 
under each example; next trace the posting of the journal entry to the proper Ledger accounts as indicated by the ref- 
erence figures. Explanations are given under a few, and reference figures under all of the examples, to indicate how 
this work is to be performed. 

By carefully observing the foregoing instructions, the pupil will easily and quickly master the principles of debit 
and credit, and the results to be secured through their application will be made clear to him. 



EXAMPLE No. 1. 



DAY BOOK RECORD. 



ITEMS. TOTAL. 



JOURNAL ENTRY VOR SAME. 

DR. OR. 



J. T. Smith commenced 
business this day, and 
invested Gash, 







5000 

1 









Cafih, 



To J. T. Smith, 



5000 



5000 



By applying the principles and rules given on the preceding pages, to the business transaction 
shown in the above Day Book record, we find that there is involved in it a debit. Cash, and a credit, 
J. T. Smith. 

Gash is Dr. because it comes into the business ; it is received {60, page S), 

J. T. Smith is Gr. because he is the proprietor of the business and should be credited for his 
investment {44, page 6). 

After the debit and credit have been decided upon they are entered in the Journal as shown above, 
the debit being placed in the left-hand column and the credit in the right-hand column. Deciding 
upon and entering the debits and credits in the Journal is called journalizing {10, page S), 

In due time the debit and credit contained in the above journal entry will be transferred to the 
Ledger, the debit amount being entered on the left or Dr. side of the Gasli account {see Cash account, 
page 17), and the credit amount on the right or Gr. side of J. T. Smith's account {see Smith's account^ 
page 17). Transferring the debits and credits from the Journal to the Ledger is called posting 
{W, page S). 

EXAMPLE No. 2. 

DAY BOOK RECORD. JOURNAL ENTRY FOR SAME. 



Bought of J. E. Morse, 

for Gash, 
200 bbls. Flour, at 6.00, 



1200 



Mdse., 



To Gtish, 



1200 



1200 



We find that the above transaction contains a debit. Merchandise, and a credit^ Gash. 

Qiies. Why is Mdse. Dr. ? Ans, Because it is bought and costs value. 

Ques. Why is Gash Gr. ? Ans. Because it is paid out and produces value. 

Ques. How will the above journal entry be posted. Ans, On the Dr. side of Merchandise {see 
Mdse. account, page 18), and on the Gr. side of Gash {see Cash account, page 17). 

Ques. What is shown by the debit side of the Mdse. account in the Ledger? Ans. The cost of the 
Mdse. bought {see footing of Dr. side of Mdse. account, page 18). 

Ques. What is shown by the credit side of Gash account in Ledger ? Ans. The amount of Gash 
paid out {see footing! of Cr. side of Cash account, page 17). 



EXAMPLE No. 3. 



DAY BOOK RECORD. 



JOURNAL ENTRY FOR SAME. 



Sold Geo. Andrews, for 

Gash, 
50 bbls. Flour, at 6.75, 







337 

1 


50 







Gash, 



To Mdse., 



33? 



50 



337 



50 



Ques. In above transaction, why is Gash Dr. ? Afis. Because it is received and costs value. 
Ques. Why is Mdse. Cr.? Ans. Because it is sold and produces value. 
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Ques. How will the above Journal entry be posted ? Ans. On the Dr. side of Cash {see Cash 
accounty page 17), and on Cr. side of II Jse. {see Mdse. account, page 18). 

Ques. What is shown by the debit side of Cash account in the Ledger ? Ans. The amount of 
Cash receiTcd {see footing of Dr. side of Cash account, page 17). ^ 

Ques. What is shown by the credit side of Merchandise account in the Ledger ? Ans. The 
amount produced from sales of merchandise {see footing of Cr. side of Mdse, account, page 18). 

Remark.— The student will observe that amounts which appear in the left-hand or Dr. column in the Journal are 
invariably posted to the left or Dr. side of the Ledger, under the title standing opposite the amount in the Journal; and 
those amounts in the right-hand or Cr. column in the Journal are posted to the right or Cr. side of the Ledger, under 
the title standing opposite the amount. 



EXAMPLE No. 4. 



DAY BOOK RECORD. 



JOURNAL ENTRY FOR SAME. 



Bought of E. N. French, 

on account, 
100 bbls. Beef, at 14.50, 





Mdse., 
To E, N. French, 





Mdse. For journalizing principle, see 68, page 9, For Ledger account, seepage 18. 

E. N. French. For journalizing principle, see 52b, page 7. For Ledger account, seepage 18. 

Remark. — Under the remaining examples only reference figures will be given to the principles involved, and to the 
Ledger illustrations. It is expected that the student will, in the study of each example, follow out the plan of questions 
and answers outlined under examples No. 2 and No. 8. 



EXAMPLE No. 5. 



DAY BOOK RECORD. 



JOURNAL EKTRY FOR SAME. 



Sold Reed & Mills, on 

account, 
50 bbls. Flour, at 7.00, 
50 " Beef, 16.00, 



350 

800 



1150 



Heed & Mills, 



To Mdse., 





Reed & Mills. For journalizing jyrinciple, see 51a, page 7. For Ledger account, seepage 18. Mer- 
chandise. For journalizing principle, see 69, page 9. For Ledger account, see page 18. 



EXAMPLE No. 6. 



DAY BOOK RECORD. 



JOURNAL ENTRY FOR SAME. 



Paid rent of store in 
Cash, 




Expense, 



To Caah, 




50 



Expense. For journalizing principle, see 94, page 11; Ledger account, page 18. Cash, principle 
61, page 8; Ledger account, page 17. 



EXAMPLE No. 7. 



DAY BOOK RECORD. 



JOURNAL ENTRY FOR SAME. 



Paid E. N. French, cash 
to apply on account, 



450 



E. N. French, 

To Cash, 




E. N. French, principle 51b, page 7; Ledger account, page 18. Cash, principle 61, page 8; Ledger 
account, page 17. 

EXAMPLE No. 8. 

DAY BOOK RECORD. JOURNAL ENTRY FOR SAME. 



Received cash of Reed 
& Mills, to apply on 
account. 







200 


1 

'I 
1. 





Cash, 



To Reed & Mills, 



200 



200 



Cash, principle 60, page 8; Ledger account, page 17. Reed & Mills, principle 52a, page 7; Ledger 
account, pajife 18. 
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THXOBETIGAL AND PBAOnOAL BOOK-KEEPING. 



EXAMPLE No. 9. 



DAT BOOK RECORD. 



JOURNAL ENTRY FOR SAME. 



Bought of E. D. Harris, 
100 bbl8.Pork,at 12.00, 

Gave my note at 10 days 
in payment. 



1200 



Mdse, 



To Bills Payable, 



1200 



1200 



Mdse., principle 68, page 9; Ledger account , page IS, 
account, page 18. 



Bills Payable, principle 85, page 10; Ledger 



EXAMPLE No. 10. 



DAT BOOK RECORD. 



JOURNAL ENTRT FOR SAME. 



Received of Reed & Mills, 
their note at ten days, 
to apply on account. 







600 









Bills Receivable, 
To Reed & Mills, 



600 



600 



Bills Receivable, principle 76, page 9; Ledger account, page 18. Reed & Mills, principle 52a, 
page 7; Ledger account, page 18. 



EXAMPLE No. 11 



DAT BOOK RECORD. 



JOURNAL ENTRY FOR SAME. 



Gave E. N. French my 
note at ten days, witn 
interest, to apply on 
account. 



500 



E. N. French, 



To Bills Payable, 



600 



500 



E. N. French, principle 51b, page 7; Ledger account page 18. Bills Payable, principle 85, page 10; 
Ledger account, page 18. 



EXAMPLE No. 12. 



DAT BOOK RECORD. 



JOURNAL ENTRT FOR SAME. 



Sold Ghas. Hamlin, 
50 bbls. Flour, at?. 00, 
50 " Pork, 14.00, 

Rec'd payment by his 
note at ten days, with 
interest, 



350 
700 




1050 









Bills Receivable, 



To Mdse., 



1050 



1050 



Bills Receivable, principle 76, page 9; Ledger account, page 18. Mdse., princijyle 69, page 9; Ledger 
account, page 18. 



EXAMPLE No. 13. 



DAT BOOK RECORD. 



JOURNAL ENTRT FOR SAME. 



Sold F. E. Clark, 

25 bbls. Beef, at 16.00, 
Rec'd in payment. Cash, 
Balance on account. 







400 




note 




150 
250 








|2 





Cash, 

F. E. Clark, 



To Mdse., 



150 
250 



400 



Cash, principle 60, page 8; Ledger account, page 17. F. E. Clark, principle 51a, page 7; Ledger 
account, page 18. Mdse., principle 69, page 9; Ledger account, page 18. 



Note.— The above form is equivalent to making Clark Dr. 400 and Mdae. Cr. 400 in one entry, and then making a 
•econd entry, Cash Dr. 150, Clark Cr. 150; and if it were desired to show the volume of Clark's purchases in his Ledger 
account, the two entries would be necessary. For the present purposes of illustration of the principles of debit and 
credit, however, in which the Cash Book is not introduced, the Journal form given above is preferred. 
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EXAMPLE No. 14. 



DAY BOOK RECORD. 



JOURNAL ENTRY FOR SAME. 



Bought of Milo Sage, 

300bbl8. Flour, at 6.50, 
Paid him Cash, 
Balance on account, 



950 
1000 



1950 



I* 

OH 

r 



Mdse., 



To Cash, 
" M. Sage, 



1950 



950 
1000 



Mdse., principle 68, page 9; Ledger account, page IS. Cash, principle 61, page 8; Ledger account, 
page 17, M. Sage, principle 52b, page 7; Ledger account, page 19, 



EXAMPLE No. 15. 



DAY BOOK RECORD. 



JOURNAL ENTRY FOR SAME. 



Bought of W. E. Holt, 
200 bbls. Beef, at 13.00, 

Paid him Cash, 

My note at 15 days for 
balance, 



600 
2000 




2600 









Mdse., 



To Cash, 

" Bills Payable, 



2600 



600 
2000 



Mdse., principle 68, page 9; Ledger account, page 18. Cash, principle 61, page 8; Ledger account, 
page 17. Bills Payable, principle 85, page 10; Ledger accou7it, page 18. 



EXAMPLE No. 16. 



DAY BOOK RECORD. 



JOURNAL ENTRY FOR SAME. 



Bought Safe for Office, 
and paid for same in 
Cash, 



200 



Expense, 



To Cash, 



200 



200 



Expense, principle 94, page 11; Ledger account, page 18. Cash, principle 61, page 8; Ledger 
account, page 17. 

EXAMPLE No. 17. 

DAY BOOK RECORD. JOURNAL ENTRY FOR SAME. 



Sold A. D. Larkin, 

50 bbls. Flour, at 7.50, 

25 " Beef, 16.00, 

Rec'd in payment. Cash, 

His note at two months 

for balance. 



375 
400 
275 

500 




775 









Cash, 

Bills Receivable, 



To Mdse., 



275 
500 


1 

1 
1 

i 
1 


775 



Cash, principle 60, page 8; Ledger account, page 17. Bills Receivable, principle 76, page 9; 
Ledger account, page 18. Mdsa., principle 69, page 9; Ledger account, page 18. 



EXAMPLE No. 18. 



DAY BOOK RECORD. 



JOURNAL ENTRY FOR SAME. 



J. T. Smith drew cash 
from the business for 
private use. 



350 



J. T. Smith, 



To Cash, 



350 



350 



J. T. Smith, principle 43, page 6; Ledger account, page 17. Cash, principle 61, page 8; Ledger 
account, page 17. 

EXAMPLE No. 19. 

DAY BOOK RECORD. JOURNAL ENTRY FOR SAME. 



Rec'd of F. E. Clark, to 

balance account. 
Cash, 
His note at 45 days for 



100 
150 



250 



Cash, 

Bills Receivable, 

To F. E. Clark, 



100 
150P 



250 



Cash, principle 60, page 8; Ledger account, page 17. Bills Receivable, principle 76, page 9; Ledger 
account, page 18. P. E. Clark, principle 52a, page 7; Ledger account, page 18. 
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EXAMPLE No 20. 



DAY BOOK RECORD. 



JOURNAL ENTRY FOR SAME. 



Paid M. Sage, to apply 
on account, Cash, 

My note at 30 days, with 
interest, 



r 

250 
500 




750 




1 

1 





M. Sage, 



To Cash, 
*' Bills Payable, 



750 



250 
500 



M. Sage, priticiple dlh, page 7; Ledger account, page 19. Cash, principle 61, page 8; Ledger 
account, /;a^e 17. Bills Payable, principle 86, page 10; Ledger account, page 18. 



EXAMPLE No. 21. 



DAY BOOK RECORD. 



JOURNAL ENTRY FOR' SAME. 



Paid my note of the 10th 
inst., in favor of E. D. 
Harris, in Cash, 







1200 




1 





Bills Payable, 



To Cash, 



1200 



1200 



Bills Payable, principle 84, page 10; Ledger account, page 18. Cash, principle 61, page 8; Ledger 
account, page 17. 



EXAMPLE No 22. 



DAY BOOK RECORD. 



JOURNAL ENTRY FOR SAME. 



Rec'd cash of Seed & 
Mills, for theirnote of 
11th inst., due to-day. 




600 



Cash, 



To Bills Receivable, 





Cash, principle 60, page 8; Ledger account, page 17. Bills Receivable, principle 77, page 9; 
Ledger account, page 18. 



EXAMPLE No. 23. 



DAY BOOK RECORD. 



JOURNAL ENTRY FOR SAME. 



Paid my note of 12th inst, 
in favor of French, due 
to-day, with interest, 
in Cash, 

Face of note. 

Interest to date, 







501 


08 






500 












1 


08 











Bills Payable, 
Interest, 



To Cash, 




Bills Payable, principle 84, page 10; Ledger account, page 18. Interest, principle 99, page 11; 
Ledger account, page 19, Cash, principle 61, page 8; Ledger account, page 17. 



EXAMPLE No. 24. 



DAY BOOK RECORD. 



JOURNAL ENTRY FOR SAME. 



Rec'd cash of Chas. Ham- 
lin, for his note of 13th 
inst., due to-day, with 
interest. 

Face of note, 

Interest to date. 



a 












1050 


28 


1052 


28 







Cash, 



To Bills Receivable, 
** Interest, 




28 




28 



Cash, principle 60, page 8; Ledger account, page 17. Bills Receivable, principle 77, page 9; 
Ledger account, page 18. Interest, principle 100, page 11; Ledger account, page 19. 
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EXAMPLE No. 25. 



DAY BOOK RECORD. 



JOURNAL ENTRY FOR SAME. 



Prepaid my note of 17th 
inst., in favor of W. E. 
Holt, 

Discount off, 

Paid balance in Gash, 



2 
1997 



67 
33 



•^000 



Bilk Payable, 



To Discount, 
" Cash, 



2000 



2 

1997 



67 
33 



Bills Payable,- principle 84, page 10; Ledger account, page IS. Discount, principle 100, page 11; 
Ledger account , page 19, Gash, principle 61, page 8; Ledger account, page 17. 



EXAMPLE No. 26. 



DAY BOOK RECORD. 



JOURNAL ENTRY FOR SAME. 



A. D. Larkin prepaid his 

note of 19th inst.. 
Discount off, 
Bec'd balance in Gash, 



4 
495 



33 

67 



500 



Discount, 
Gash, 



To Bills Beceivable, 



4 


33 




495 


67 


500 



Discount, principle 99, page 11; Ledger account, page 19. Gash, principle 60, page 8; Ledger 
account, page 17. Bills Beceivable, principle 77, page 9; Ledger account, page 18. 



EXAMPLE No. 27. 



DAY BOOK RECORD. 



JOURNAL ENTRY FOR SAME. 



Paid Glerks' Salaries to 
date, in Gash, 



100 



Expense, 



To Gash, 



100 



100 



Expense, principle 94, page 11; Ledger account, page 
account, page 17. 



18. 



Gash, principle 61, page 8; Ledger 



LEDGER. 



Dr. 








J. 


T. SMITH. 


I 








Cr. 


Ex. No. 


18 






360 




Ex. No. 


1 


Total credit, 
" debit, 

Net credit, 


6000 
850 

4650 


1 


5000 

1 





Dr. 



CASH. 



Cr. 



Ex. No. 


1 


(( 


3 


(t 


8 


(( 


13 


(( 


17 


<( 


19 


* • 


22 


•( 


24 


•( 


26 







Cash ree'd, 8210.45 
paid out, 7848.41 



n 



Bal.onhand, 862.04 
2n 



5000 




Ex. No. 


2 






1200 




337 


50 






6 






50 




200 








7 






450 




150 








14 






960 




275 








15 






600 




100 








16 






200 




600 








18 






350 




1052 


28 






20 






250 




495 


67 






21 






1200 




B210 


40 






23 

25 
27 


• 




: 501 

1997 

100 

7848 


08 

38 

41 
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Dr. 



MERCHANDISE. 



Or. 



Ex. No. 


2 


K 


4 


it 


9 


<< 


14 


it 


15 



Inventory, 

850 bbls. Flour. 2100 

200 " Beef, 2900 

50 " Pork, 600 



(Resource), 5600 





1200 




Ex. No. 


3 




1450 




a 


6 




1200 




ti 


12 




1950 




it 


13 




2600 




a 


17 




8400 




1 
1 

1 





Proceeds from 

sales, 8712.50 

Total cost, 8400 
Less inven- 
tory, 5600, 2800. 



Gain, 



912.50 



337 
1150 
1050 

400 

775 

871S 



50 



fo 



Dr. 



E. N. FRENCH. 



Cr. 



Ex. No. 

tc 



7 
11 





450 
500 

960 




Ex. No. 


4 













We got into his 

debt, 1450 

We ffot out of his 

debt, 950 

We still owe him, 500 
(Liability), 



1450 



Dr. 



REED & MILLS. 



Cr. 



Ex. No. 



They got into our 

debt. 
They sot out of 

our aebt. 



They still owe us, 850 
(Resource). 







1150 




Ex. No. 


8 
10 


1150 












800 








« 




850 













200 
600 

600 



Dr. 



EXPENSE. 



Or. 



Ex. No. 
<< 



(( 



6 
16 

27 



Total outlay 850 

Less safe on hand. 
Inventory, (Re- 
source), 200 



Loss, 



150 



50 
200 
100 

860 



Dr. 



BILLS PAYABLE. 



Or. 



Ex. No. 

(I 



(t 



21 
23 
25 





1200 




Ex. No. 


9 




500 




tc 


11 




2000 




it 


15 




3100 




it 


20 



Issued, 
Redeemed, 

Outstanding, 
(Liability). 







1200 






500 






2000 


4200 




500 


8700 




4800 


500 




1 



Dr. 



BILLS RECEIVABLE. 



Or. 



Ex. No. 
ti 



it 
it 



10 
12 
17 
19 



Received, 
Disposed of. 



2800 
2150 



On hand (Resource), 150 



1 


600 




Ex. No. 


22 




1050 




■ 


24 




500 




tt 


26 




150 








1 

1 

1 


8300 









Dr. 



F. E. CLARK. 



600 

1050 

500 

8150 



Cr. 



Ex. No. 



13 
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Dr. 



MILO SAGE. 



Ex. No. 



20 




Ex. No. 



14 



We got into his 

debt, 1000 

We got out of his 

debt, 760 

We still owe him, 250 
(Liability). 



Or. 



1000 



Dr. 








INTEREST. 








Cr. 


Ex. No. 


23 






1 


08 


Ex. No. 


24 


Allowed to us, 2.28 
Allowed to others, 1.08 

Gain, 1.20 


1 
1 


2 


28 



Dr. 



DISCOUNT. 



Cr. 



Ex. No. 



26 



Allowed to others, 4.88 
Allowed to us, 2.67 



Loss, 



1.66 



33 



Ex. No. 



25 



67 



The following is a statement of the Losses, Gains, Resources and Liabilities exhibited by the 
accounts of the foregoing Ledger, and shows the Proprietor's Net Gain and Present Worth. 



STATEMENT. 



Losses. 
Expense {see account, page 18), 
Discount {see account above), . . 



160 00 
1 66 

161 66 



Besoubces. 

Cash {see account, page 17), 

Mdse., Inventory {see account, page 18), 

Beed & Mills {see account, page 18), 

Expense, Inventory {see acct., page 18), 
Bills Beceivable {see account, page 18),. 



362 04 
6600 00 
350 00 
200 00 
150 00 

6668 04 



Proprietor's Present Worth. 
J. T. Smith's credit {See acct., page 17), 5000 00 

debit ( " " " '' ), 350 00 



i< 



a 



(( 



<» 



a 



net credit, 4650 00 

net gain, 762 04 



present worth, 5412 04 



Gains. 
Merchandise {see account, page 18), ... 
Interest {see account above), 

Total Gains, .. -> 913 70 

" Losses, 161 66 



912 50 
1 20 

• IS TO 



Net Gain, 762 04 

Liabilities. 
E. N. French {see account, page 18), ... 

Bills Payable {see account, page 18), 

M. Sage {see account above), 



500 00 
600 00 
260 00 



1S60 



Proof op Proprietor's Present Worth. 

Total Eesources, 6662 04 

* Liabilities,... 1250 00 



Net Besources, or J. T. Smith's Present 

Worth, 5412 04 



Note to the Student. — Having completed the study of the foregoing pages, in accordance with the directions 
given you, before commencing the work of the month of January following, you will report to the teacher, who will ask 
you such questions, and give you such instructions and suggestions, upon the principles embodied in the preceding 
pages, as he may consider desirable. 



Ex, No. 
i, p. if. 



Ex. No, 
t, p. U. 



Ex, No. 
S, p. if. 



Ex. No. 
f , p. if. 



£ap. iVo. 
5, p. if. 



JBJx. A'o. 
6, p. if. 



£x. JVo. 
A, p. if. 



£a;. JVio. 
5, p. IS. 



Ex. No. 
in p. if. 



L'x. JVo. 
^, p. if. 




6^221±::'''^'^>^t'7^yt 






^ ■ 




J7 








Jl; 






/^ 



'^t^n/, 




JXt^OT^y 




y^rty 




. jS^ 



/. 



:is- 




/£. 



y!^0^ 
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i/aoo 



J'OO 



JOO 



/JloeA 



/S6 



Si/oo 



3,S- 



f^S6 



Jis 



^0 



J'OO 



500 



/JiJ' 

^0 



/A 



/ro 



/2J' 



so 



\ 



¥S/ 



so 




&/S' 



/ 



J1?0 



S'O 



JO 



J'O 



Jl^O 



a/ 00 



jr/ 



/ /J 



^00 



^so 



ro 
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DIRECTIONS FOR JOURNALIZING. 

Having completed the work of copying the foregoing transactions into your Day Book, you may 
now journalize theni. As explained in 9 and 10, on page 6, journalizing is deciding upon the debits 
and credits of the business transactions recorded in the Day Book, and arranging them in the Journal 
in a form convenient for transferring (posting) to the Ledger. In journalizing, therefore, you will 
need your Day Book and Journal before you. 

The examples commencing on page 12 are designed to assist you in the work of journalizing. To 
illustrate: Read the transaction January 1 in your Day Book; then turn t.o page 12 and compare it 
with the Day Book Record of Example No. 1. As you will see, they read substantially alike, and pre- 
cisely the same principles are involved in each. If, therefore. Example No. 1 be journalized 

Cash, Dr. fi. q ^^^^ kqaq {see journal entry for Example No. i, page 12), it follows that the 

first transaction in your Day Book should be journalized ^, Student Cr 4000 

Turn to your Journal, therefore, and make the journal entry as shown in the illustration below 
omitting for the present, the figures in the column at the left. Their use will be explained later. You 
will observe that the debits are entered on the left side and the credits on the right side of the dividing 
line. The abbreviations Dr. and Cr. are omitted from the Journal. The sign '*To'* indicates that 
the item before which it is placed is a credit. After you have made the entry in your Journal, turn at 
once to your Day Booh, and, in the column at the left, check the transaction thus V as shown in the 
illustration on page 20, to prevent omissions. This completes the work of journalizing the first trans- 
action, January 1. The entry will not be posted until later, when full instructions will be given. 
Next proceed to journalize the transaction January 2. 

By reference to page 20, you will see that the small reference figures at the left of this transaction 
indicate that you are to consult Example No. 2, on page 12 for assistance in making the journal entry. 
Again, the reference figures for transaction of January 3, page 20, refer you to Example No, 3, page 12, 
for transaction of January 4, to Example No. 2, and so on. 

By referring in this manner to an example containing the same conditions as the transaction yon 
are journalizing, you can readily determine the proper debits and credits for all the transactions in 
January. In consulting these examples for assistance in making the journal entries, you are at the 
same time to repeat the rules governing the entry, that you may, as soon as possible, become 
thoroughly familiar with the principles of debit and credit. 

It is desirable that you should, as soon as possible, proceed with the journalizing independent of 
the examples. Therefore, after making a few entries, do not refer to the examples unless it is 
absolutely necessary to do so^ but journalize the transactions by applying the principles and rules for 
journalizing, as given on pages 6 to 11. 

After journalizing all of the transactions for January, present your Journal to the teacher for 
approval. 
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DIRECTIONS FOR POSTING. 

After you have journalized all the trauBactions for January, and your Journal has been approved 
by the teacher, your next work will be to post. Posting, as explained in 15 to 20, on page 5, is 
transferring the debits and credits from the Journal to the Ledger, placing those of the same name 
under one heading, for the purpose of exhibiting the final results of the business. The simple process 
of posting is not difficult; it is purely mechanical, but it requires constant watchfulness and care to 
perform the work without making errors.. 

A few Ledger accounts are shown on page 25, to give you an idea of the form for opening 
accounts in yoiir Ledger; and you will find explicit instructions for posting given below, under ''Ouide 
for posting the Journal entries for January." 

You are to follow those instructions to the very letter, performing the work step by step as 
directed. To illustrate: In the instructions for posting the first journal entry {Jan. i), you are 
directed to *' write your own name at the top of page 1 in your Ledger." Before reading the 
instructions further, you should turn to your Ledger and perform the work exactly as directed; then 
turn again to the instructions and see what the next step is, and take that, and so on until you have 
posted the entire entry. 

Then take the instructions for the second entry in your Journal, and proceed in the same manner 
as with the first entry, performing the work precisely as indicated. 

After you have posted a few of the journal entries by the aid of the instructions, lay aside your 
text book and proceed without it if possible. 

Tou may now place your Journal and Ledger before you, and commence posting in accordanoe 
with the following: 

GUIDE FOR POSTING THE JOURNAL ENTRIES FOR JANUARY. 

JANUARY 1. (See this entry in your Journal.) 

First, write your name at the top of page 1 in your Ledger, on the upper linef in a bold, plain 
hand. (/See fomi of Ledger on page 25.) Next, on the Cr. side of the heavy line in the center — that 
is the right-hand side — enter, in the date column, the date, Jan. h (The explanation column being 
little used in business it will be left entirely blank for the present.) Next, in the journal page column, 
enter the page of your Journal, 1. Next, in the amount column, enter the amount, JfiOO. Next turn 
to your Journal, and enter the page of the Ledger, i, in the column at the left of student's name as a 
check to indicate that the item has been posted. {See Journal form on page 22.) Before reading any 
further, perform the above work precisely as instructed. Next write Cash, in a bold, plain hand, at 
the top of page 2 in your Ledger. Next, on the Dr. side of the heavy line in the center — ^that is, on 
the left-hand side — enter, in the date column, the date, Jan. 1. Next, in the Journal page column, 
enter the page of your Journal, 1. Next, in the amount column, enter the amount, JfiOO. Next turn 
to your Journal and enter the page of the Ledger, 2, in the column at the left of Cash, to indicate that 
this item has been posted. This completes the posting of the entry. Next proceed to post the entry of 

JANUARY 2. (See this entry in your Journal.) 

Open an account with Mebchakdise at the top of page S in your Ledger; then, on the Dr. 
side — that is, the left-hand side — enter in the date column, the date, Jan. 2; next, enter the Journal 
page, 1; next, enter the amount, 500; next, turn to the Journal and enter the Ledger page, 3, in the 
column at the left of Mdse. as a check to show that it has been posted. 

Next turn to Cash account on page 2 in the Ledger, and enter, on the Gr. side — aright-hand side— 
the date, Jan. 2; next, enter the Journal page, 1; next, enter the amount, 500; next, turn to the 
Journal and enter the Ledger page, 2, at the left of Cash as a check. 

JANUARY 3. (See the Journal ent^.) 

Turn to Cash account on page 2 in your Ledger, and enter, on the Dr. side — left hand side— of 
the account, the date, S, placing ditto marks under the month, Jan., to save repetition; next, enter 
the journal page, 1; next, enter the amount, 300; next, turn to your Journal and check as before 
by entering the Ledger page, 2, at the left of Cash. Next turn to Merchandise account on page 8, 
and enter, on the Cr. side, the date, Jan. S; next, the journal page, 1; next, the amount, SOO; next, 
torn to your Journal and check Merchandise by entering the Ledger page, 8. 



24 THEOBEnOAL AND PRACTICAL BOOK-KEEPING. 

JANUARY 4. (See this entry in your Journal.) 

Tarn to Merchandise account, on page 3 in yoar Ledger, and enter^ on the Dr. side, the date, ^ 
the journal page, 1; the amount, 2100; then check in Journal as before instructed. Next, on Cr. side 
of Oash account, enter the date, 4; the journal page, 1; the amount, 2100; then check in JoumaL 

JANUARY 5. (See the Journal ent^.) 

On Dr. side of Oash account enter the date, 6; the journal page, 1; the amount, 856.26; check in 
Journal. On Cr. side of Merchandise, enter the date, 5; the journal page, 1; the amount, 866.26; 
oheck in Journal. 

JANUARY 6. (See the Journal entry.)' 

Open an account with Expense at the top of page 4. Enter, on the Dr. side, the date, Jan. 6; 
next, the journal page, 1; next, the amount, 60; next, check in the Journal. Next, turn to Oasb 
account, on page 2, and enter, on the Cr. side, the date, 6; the journal page, 1; the amount, 60; then 
check in the Journal. 

JANUARY 8. (See the Journal entry.) 

On Dr. side of Merchandise account enter the date, 8; journal page, 1; the amount, 600; then 
check in Journal. Next, open an account with J. D. Morgan, on page 4, twenty lines below Expense 
account, and enter, on the Cr. side, on the second line below the title, the date, Jan, 8; journal page, 
1; amount, 600; then check in Journal. 

JANUARY 10. 

Open an account with A. 0. Steele, on page 4, ten lines below J. D. Morgan's account, and enter, 
on the Dr. side, two lines below the title, the date, Jan. 10; the journal page, 1; the amount, 300; 
then check in Journal. Next, turn to Merchandise account and enter, on the Cr. side, the date, 
jonmal page and amount; then check in Journal. 

JANUARY 12. 

On Dr. side of Merchandise account enter the date, journal page, amount, and check in Journal. 
Next, open an account with D. Hammond at top of page 5. Enter, on Cr. side, the date, joumtJ 
page, amount, and check in the Journal. 

JANUARY 15. 

Open an account with James T. Wood, on page 5, ten lines below D. Hammond's account, 
and enter, on the Dr. side, two lines below the title, the date, journal page and amount; then check in 
journal. Next turn to Merchandise account and post, on Cr. side, as heretofore instructed, remem- 
bering to oheck in the Journal. 

JANUARY 16. 

Post on Dr. side of Cash account, and Cr. side of Merchandise account. Be careful to check in 
the Journal after each posting. 

NoTB. — ^Tou should now be able to proceed with the posting without further assistance. In case, however, yoa 
are unable to do so, for additional practice apply to the teacher for a Bepa/rtUe sheet of ledger paper, and post the same 
entries again. 

"^ You will observe that, in every Journal entry, an equal amount is posted to both sides of the Ledger, thus keeping 
il constantly in balance. This is the principle upon which Double Bntry book-keeping is based and from which it takea 
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TRIAL BALANCE. 

A Trial Balance is a test to ascertain whether the debit and credit sides of the Ledger are eqaal. 
The Trial Balance does not prove the work to be absolutely correct, *"a8 errors may be made which 
will not affect the equality of the Ledger, "'such as posting to the wrong account, errors in journaliz- 
ing, erroneous computations, etc. 

"• If the footings of the Trial Balance are equal, however, it is generally accepted as proof that 
the work upon the Ledger is correct, "* although the careful book-keeper, in addition to such proof, 
will usually go over his computations and posting the second time. 
You may now proceed to take a Trial Balance for January. 

INSTRUCTIONS FOR TAKING JANUARY TRIAL BAUNCE. 

Commencing with the first account in your Ledger, which is Student's, *" write your name on the 
first line in the trial balance sheet, preceding it, in the column marked L. F. (Ledger Folio), with the 
page of the Ledger on which the account appears; then place the Cr. footing, i,000y in the right hand 
column, as illustrated in the trial balance given below. 

You will then turn to the next account in your Ledger — Cash. Add both sides of the account, 
•"placing the footings in small lead-pencil figures, "'close up to the line on which the last item is 
posted, as illustrated in the' Cash account below. 

Note. — Use a sharp-pointed lead pencil for all work of this kind, as the figures can be made much smaller and 
more legible than with a dull-pointed pencil. 
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The above illustration shows how the Cash account will appear in the Ledger after it has been 
footed for the trial balance. "*Do not draw lines under the columns to be added, as the peculiar 
position of the footing serves to distinguish it from the other items in the account. "* Make your 
pencil footings plain and distinct, but quite small. When there is but one item, no pencil figures are 
necessary. ""After the account has been footed as instructed above, transfer the footings, with the 
-♦^itle and page of the account — Cash — to the next line in the trial balance sheet. Continue in this 
manner, footing and carrying results to the trial balance, until the footings of all the accounts in 
the Ledger have been transferred. {See 117 and 118, page 27, ) If your trial balance is correct, the 
footings of the sides will be equal, and will correspond in all particulai's with the one given below. 
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When the footings of both sides of an account are equal it may be omitted from the trial 
balance, as in the case of the account with A, 0. Steele. You may rule up Steele's account in your 
Ledger at once. {See first ruling of Hoag^s account, page 4S). ^^^ Always use red ink in ruling. 

Note. — Questions upon a few of the leading principles involved in the work of the foregoing set are given below, 
and you should be prepared to answer them satisfactorily if called upon by the teacher at any time to do so. Before 
proceeding further, therefore, study carefully the answers to the following 

QUESTIONS FOR REVIEW. 

Page 5.— *■• What is Book-keeping? • "Explain the use of the Day Book. * The Journal, "The 
Ledger. "What is Journalizing? "What is Posting? "What are the three kinds of accounts used 
in Double Entry? Pape 6. — '*"** Give the general rules for journalizing. - " ** Give the rule for journal- 
izing Proprietor's account. Page 8.— ""For Cash. Page 9.— •''"For Merchandise. Page 11"-" For 
Expense. Page 24. — "* From what does double entry book-keeping take its name? Page 26. — "* What 
is a Trial Balance? "'Does the trial balance prove the work to be absolutely correct? "'Why not? 
"" What errors might be made that would not affect the equality of the Ledger? "'What is generally 
regarded as evidence that the work upon the Ledger is correct? *" What should be done in addition 
to having such proof? '"""How will you proceed to take a Trial Balance? Page 27. — *" What should 
be done when the footings of both sides of an account are equal? ""What colored ink should 
always be used in ruling? 

NoTB. — After you have become familiar with the principles covered by the above questions, proceed to copy into 
your Day Book the transactions for February, as given an the following pages. In all computations, if the fraction is 
five mills or over, add.another cent; if less than five mills drop the fraction. Strive to make the work upon your books 
show constant progress in penmanship, by imitating as nearlyas possible the forms given you to copy. 

INSTRUCTIONS FOR FINDING TIME, AND COMPUTING INTEREST AND DISCOUNT. 

The manner of finding time in discounting negotiable paper differs^ somewhat, with places and 
individuals. In this work, for the sake of uniformity, the term of discount, in all cases, will be found 
by counting the actual number of days from the date of discount to the date of maturity, which will 
exclude tho day of discount and include the day of maturity. 

If the paper to be discounted is interest bearing, first compute the interest upon the face of it from 
the date it begins to draw interest to maturity; then add the interest to the face of the paper, and 
compute discount upon the amount thus obtained, from the date of discounting to maturity. The face, 
plus the interest, minus the discount, will be the proceeds. 

Compute interest and discount at 6^, on a basis of 360 days for a year, unless otherwise specified, 
using the Short Method, for explanation of which see your Commercial Arithmetic. 

PROMISSORY NOTE. 
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NoTB. — Days of grace have been abolished by statute in New York. In this work, however, days of gr£M» will be 
allowed on all negotigble paper, excepting sight drafts, unless otherwise stated. 
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NOTB. — Copy the Inventoxy as given below into your Day Book, immediately following the transactions for Feb- 
ruary. When the inyentory includes a long list of goods, a separate book, called an " Inventory Book," is usually 
employed. 

INVENTORY. FEB. 28, 18—. 



MERCHANDISE. 
130 bbls. Flour, - - . - 

40 " Salt, - - - . 
10 ch. Japan Tea, 600 lbs. 
7 bbls. A Sugar, 1875 lbs. - 

75 " Beef 

125 " Pork, - . - . 
15 " Lard, 3000 lbs. - 



5.00 


650 






1.25 


50 






.50 


300 






.06^ 


121 


88 




12.00 


900 






9.00 


1126 






.OSi 


255 




3401 



88 



*An Inventory represents, generally, property on hand, as in the case above. ' It may, however, 
represent a debt owing to us or owing by us, such as interest accrued on notes, unpaid rent, etc. 'An 
Inventory may, therefore, show either a resource or a liability. 

* In business, the inventory of goods on hand is usually found by going through the store, weigh- 
ing, measuring or counting the articles, their value being estimated usually at cost, or at the price 
for which they could then be purchased. ' In some kinds of wholesale business it is desirable to keep 
what is called a ''Stock Book," from which the quantity of goods on hand can be determined at any 
time, and with much less labor than by the method described above. 

NoTS.— After you have completed copying the foregoing transactions into your Day Book, before proceeding to 
Journalize, draw up on foolscap paper the notes mentioned in the transactions Feb. 14, 15, 19, 21, 28, 26. (See form of 
neU on page t7.) 

After writing the notes called for above, proceed to journalize the transactions for February as you did those of 
January, referring when necessary to the principles and examples indicated by the figures at the left of the transactions 
to assist you in the work. Reference figures are given for a few of the more difficult transactions only in February, it 
being presumed that you are sufficiently acquainted with the principles to enable you to journalize all of the simpler 
transactions without such assistance. 

When you have completed the journalizing for February, present your journal, together with the forms of note» 
called for above, to the teacher for approval. Tou will then be prepared to begin 

POSTING FEBRUARY. 

As the business of Febmary is a continuation of that of January, it will be posted under the same 
ledger headings, new accounts being opened, of course, as they may be required. Since full instruc- 
tions for posting were given in January, you will probably not require any further assistance, as the 
work of posting is always substantially the same. 

Should you need further aid, however, in the work, instructions for posting a few of the first 
journal entries in February are given below. 

GUIDE FOR POSTING FEBRUARY. 

FEBRUARY 1. (See this entry in your Journal.) 

Turn to Cash account on page 2 in the Ledger, and enter, on the Dr. side, on the first llank 
line, the date, Feb. 1; the page of the Journal, 3; the amount, 37.60, Then check in the Journal by 
entering the Ledger page, 2, at the left of Cash. Next turn to Merchandise account on page 3 in the 
Ledger, and on the Cr. side, enter the date, Feb. 1; the journal page, 3; the amount, 31.60. Then 
check Merchandise in the Journal. 

FEBRUARY 2. 

On Dr. side of Merchandise account enter the date, journal page, amount, and check in the- 
Journal. Next, on Cr. side of Cash account, enter the date, journal page, amount, and check. 

FEBRUARY 3. 

Post on Dr. side of J. D. Morgan's account, and then check in Journal. Next, post on Cr. side 
of Cash account, and check. 

Note. — Ck)ntinue posting in this manner until you have posted the entire month of February. In opening new 
accounts hereafter in this month, give each i)er8onal account ten lines space, and give Bills Receivable and Bills Payable 
eouch fifteen lines space. 
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After you have completed the posting for February, you may next 'make out a " Balance Sheet, 
for the purpose of ascertaining the exact condition of the business at the present time. 

^The Balance Sheet as illustrated on page 33 combines with the Trial Balance a statement,, 
exhibiting in a condensed and convenient form for reference, the Bcsourccs, Liabilities, Losses and 
Gains of the business. In performing this work, it is of the utmost importance to you that you do 
not merely copy the form of Balance Sheet. To do the work understandingly, securing a knowledge 
of the relations of the various accounts to the business, it is absolutely essential that you take each step 
in the order indicated, and perform the work precisely as directed in the instructions which follow. 

GUIDE FOR MAKING BALANCE SHEET FOR FEBRUARY. 

If you have not in your Trial Balance book a form ruled to correspond with the one shown on 
page 33, you will rule a sheet. First take a trial balance of your Ledger, precisely as instructed for 
January; that is, foot the accounts in pencil, and carry the footings to the first two columns of your 
Balance Sheet. Do not extend any amounts to the other columns until you have thus drawn off on 
your Balance Sheet all of the ledger accounts and footed the two columns, to ascertain whether your 
Ledger is in balance. If your trial balance proves — ^that is, if the first two columns foot alike — ^your 
next step will be to extend the Besources, Liabilities* Losses and Gains, as shown by the various 
accounts, as follows: 

CASH. 

Commence with Cash, it being the first account in your Balance Sheet following the Proprietor's 
(Student's) account. 'From the Dr. footing, 7766.00, which is the cash received, subtract the Cr. 
footing, 5242.00, which is the cash paid out, and the difference will show the cash on hand, 2523.00,. 
which you are to extend to the Besource column, because property on hand is a Besource. {See Sty 
page ^.) 

MERCHANDISE. 

• First enter, in the Resource column, the inventory of Merchandise, 3401.88, as shown on page 30, 
because property on hand is a Besource (Sly page ^.) Make the entry in red itik, to distinguish it 
from the resources shown by the ledger accounts. Next, find the gain or loss on the account by either 
of the methods explained and illustrated below. 

EXPLAKATION OF FiBST METHOD. 

" To the Cr. footing, 5472.50, the proceeds from goods sold, add the Inventory, 3401.88, the value 
of goods remaining unsold; this will give the total proceeds, 8874.38. Then from this amount sub- 
tract the Dr. footing, 8012.60, the cost of all the goods bought, and the difference will be the gain, 
861.88, which you are to extend to the Gain column* because an account that produces more than it- 
costs, exhibits a gain {S6, page 6), 

Explanation op Secokd Method. 

" From the Dr. footing, 8012.50, which is the cost of all the goods bought, subtract the Inventory,. 
3401.88, the cost of the goods on hand, and the difference will be the cost of the goods sold, 4610.02. 
Subtracting this amount from the Cr. footing, 5472.50, the proceeds from goods sold, the difference^ 
will be the gain, 861.88, which you are to extend to the Gain column {S6, page 6), 

Illustration. 



First Method, 

Sales of Mdse. (Cr. footing), 5472. 60 

Inventory (goods on hand, page 31), . . . 3401.88 

8874.38 
Cost of Mdse. (Dr. Footing), 8012. 50 



Gives the gain, 861.88 



Second Method, 

Sales of Mdse 5472.50 

.Cost of Mdse 8012.50 

Inventory " 3401.88 



4610.62 
Gives the gain, 861.8a 
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EXPENSE. 

"The Dr. footing, 417.00, shows the total outlay. There being no returns, you will extend 
417.00 to the Loss column, because an account which costs more than it produces exhibits a loss 
{35, page 6). 

J. D. MORGAN. 

"From the Cr. footing, 500.00 — the amount we got into his debt — subtract the Dr. footing, 
100.00 — the amount we got out of his debt. The difference, 400,00, is the amount we still owe him, 
which you are to extend to the Liability column, because an amount owing by us is a liability 
(S8, page 6). 

A. 0. STEELE. 

"From the Dr. footing, 250.00, the amount he got into our debt, subtract the Cr. footing, 
100.00, the amount he got out of our debt, the difference, 150.00, is the amount he still owes us, 
which you are to extend to the Resource column, because an amount owing to us is a resource 
{S7, page 6). 

Note. — la extending the accounts of D. Hammond, Bell Bros. & Day and Miller A Beach, consult the expla- 
nation given above for J. D. Morgan. In extending Sherman, F. & Co.'s account, consult the explanation for 
A. O. Steele. 

BILLS PAYABLE. 

"From the Cr. footing, 1600.00, the amount of Bills Payable issued, deduct the Dr. footing, 
250.00, the amount of Bills Payable redeemed; the difference, 1350.00, is the amount of Bills Payable 
outstanding, which you are to extend to the Liability column, because an amount owing by us is a 
liability {38, page 6). 

BILLS RECEIVABLE. 

"From the Dr. footing, 1482.50, the amount of Bills Beceivable received, deduct the Cr. footing, 
525.00, the amount of Bills Beceivable disposed of; the difference, 957.50, is the amount of Bills 
Receivable on hand, which you are to extend to the Besource column, because an amount owing to 
us is a resource {S7, page 6). 

NET GAIN AND PRESENT WORTH. 

Foot tlie Sesource, Liability, and Loss and Gain columns of the Balance Sheet, and extend the 
results as shown in the form on page 33. 

"Extend into the Loss column, in red ink, the net gain, 444.88, which is the difference between 
the total gains and the total losses. 

"To the net credit, 3900.00, which is the difference between the debit and credit of the proprietor's 
account, add the net gain, and extend the amount, 4344.88, which is the Present Worth, into the 
Liability column. 

" The Net Gain is found as shown in the accompanying balance sheet, by subtracting the total losses 
from the total gains, as found from the different accounts showing losses and gains. " The Net Gain 
may also be found by subtracting the proprietor's net credit from the Present Worth;** the Present 
Worth at any time being the difference between the Resources and Liabilities. 

"* It will also be seen that the Present Worth, or Net Resource, in double-entry book-keeping may 
be found in two ways; either by adding the Net Gain to the Net Credit, or by finding the difference 
between the Resources and Liabilities. 

" When the losses exceed the gains, the difference is called the "Net Loss;" in such case, in making 
out the Balance Sheet, the Net Loss must be deducted from the Net Credit, to find the Present Worth. 

" When the Liabilities exceed the "Resources, the proprietor is *' Insolvent." 

"As the Present Worth of any business belongs,to the proprietor, or stockholders, it is in that sense 
a liability to the business. This liability, however, must not be confounded with the regular resources 
and liabilities, the difference between which is the Present Worth or the value of the business belonging 
to the proprietor. 




Haying ascertained by the foregoing Balance Sheet the true condition of the business at the 
present time — that is, what the net gain has been, how much the proprietor is worth and of what 
his worth consists — it is desired to make the Proprietor's (Sludenfs) account in the Ledger exhibit 
the present worth, 

'* To do this, the accounts showing gains and losses must be closed, and *^ the net gain entered 
in the Proprietor's account. '* It is only necessary to close the accounts which show gains and losses, 
*• because in them haye been entered all transactions making the proprietor worth more or less, " The 
other accounts — tiiose exhibiting resources and liabilities — simply show of what the present worth 
consists, and " closing them would in no way affect the Proprietor's account 

8n ^ 
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GUIDE FOR CLOSING THE ACCOUNTS SHOWING LOSSES AND GAINS. 

*• Following the last account in your Ledger, open an account with Loss & Gain, " to which are 
to be carried the losses and gains from the various accounts as they are closed, ** and from which finally 
the Net Gain is to be transferred to the proprietor's account. 

MERCHANDISE. 

*• The Inventory is first to be entered on the credit side of the account, that it may be added to the 
sales, 8S explained and illustrated in the first method for finding the gain or loss on Merchandise, on 
page 31. (This is equivalent to deducting it from the debit side, as explained in the second method, 
on page 31.) Proceed as follows: " On the Cr. side of the account, enter, first, the inventory. Write, 
IK RED INK, Feb. 28, Inventory, 3Jf01.88, " Then to close the account, on the smaller side — which is 
the debit — enter the diflference between the sides, that is, the gain. Write, is bed ink, Feb. 28, 
Loss £ Oain, 861.88 (enter in the page column the page of the Loss & Gain account). " Next, rule 
and foot the account. {See Merchandise account closed and ruled up, on page 85.) 

•• In ruling an account, draw the red line directly upon the blue line. In the double ruling, draw 
xhe lines as close as possible and not have them run together. Bule on the same line on both sides of 
the account, even if there be a larger number of entries upon one side than upon the other. 

*** The two entries just made have put the Ledger out of balance, and to restore the balance, entries 

for like amounts must be made on the opposite sides, as follows: ** First transfer the Inventory below 

the ruling, on the Dr. side. Write, in black ink, March 1, Inventory, 3Jf01,88. " Next, transfer the 

gain to the Cr. side of the Loss & Gain account. Write, in black ink, Feb. 28, Mdse., 861.88 (enter 

in page column, the page of Merchandise account). " By these two entries we have not only placed 

the Ledger again in balance, but we have caused the Merchandise account to show as it should, on 

the debit side, the resource represented by the value of the goods unsold; and ** have caused the Loss 

& Gain account to show, as it should, on the credit side, the gain produced by an account (Mdse.) 

which has been closed. 

EXPENSE. 

To close this account: **0n the smaller side— which is the Cr. — enter the difference between the 

sides — that is the loss. Write, in bed ink, Feb. 28, Loss & Gain, ^17. 00 (ent^r page of Loss & Gain 

account). " Next, rule and foot the account, as previously instructed. *^ Next transfer the loss to the 

Dr. side of Loss & Gain account. Write, in black ink, Feb. 28, Expense, 417.00 (enter page of 

Expense account). 

LOSS & GAIN. 

Having closed all of the accounts which show losses and gains, into the Loss & Gain account, yon 
will now proceed to close this account. " On the smaller side — which is the Dr. — enter the difference 
between the sides, that is the net gain. Write, in bed ink, Feb. 28, Student (the page), 444.88. 
Next, rule and foot the account. " Next, transfer the net gain to the Cr. side of Student's (pro- 
prietor's) account. Write, in black ink, Feb. 28, Loss <& Oain (the page), 444'^^* 

STUDENT. 

The Net Gain having been carried to it, this account now contains the present worth, and that it 
may be shown in a single amount, you will close the account. Proceed as follows: *" On the smaller 
side — which is the Dr. — enter the difference between the sides, that is the present worth. Write, in 
BED INK, Feb. 28, Present Worth, 4^44-^^' " Next, rule and foot the account. " Next, transfer 
the present worth to the opposite side (Cr. side) below the ruling. Write, in black ink, March 1, 
Present Worth, 4^44-88. 

This completes the work of closing the accounts which contained the losses and gains growing out 
of the preceding two month's business, and the net gain — the difference between the losses shown on 
the Dr. side and the gains shown on the Cr. side of the Loss & Gain account — has been entered in 
Student's (the proprietor's) account, causing it to show the present worth. " It is evident that the 
proprietor's account will continue to show its true relation to the business — that is, the present worth, 
or exact difference between the resources and liabilities — only until such time as a gain or loss has been 
produced in the course of trade; "because such gain or loss is not immediately entered in the pro- 
prietor's account, but is permitted to remain in the account producing it, until a general closing of 
the accounts showing gains and losses is made, such as has just been explained and illustrated. 
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Note.— These accounts do not represent the work of the text-book, and are given only as a general illustration 
of how such accounts should be closed 
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KoTB TO Student. — QaeBtions upon some of the principles involyed in the preceding set are gi^en below, and you 
should be prepared to answer them if called upon to do so. Before proceeding further, therefore, study carefuUy the 
answers to the following: 

QUESTIONS FOR REVIEW. 

Page 10.—" What is generally included under the title "Bills Payable*'? "When are Bills Pay- 
able credited? "When debited? Page 9.— "What is generally included under the title "Bills 
Receivable "? " When are Bills Receivable debited ? " When credited ? Page 30.—*-" What does an 
inventory usually represent? 'What may it represent? *How found usually, and at what price are 
the goods estimated ? * In what other way may the quantity of goods on hand at any time be found ? 
Page 31.— 'What is the object of making a "Balance Sheet"? 'What does it exhibit? 'In what 
column are the inventories entered, and how are they entered ? **"" How is the gain on Mdse. found ? 
Page 32. — " How is the loss on Expense found ? " How is the net gain found ? ' How is the Pro- 
prietor's net credit found ? " How is the Proprietor's present worth found ? **■" How can the present 
worth be proved ? " When the losses exceed the gains, what is the difference called ? " In such cases 
how is the present worth found ? " When is the Proprietor said to be insolvent? Page 33.—'"-" When 
it is desired to make the proprietor's account exhibit the present worth, what is it necessary to do? 
'*■" Why is it not necessary to close all the accounts in the Ledger? Page 34. — •*-" What is the first 
step to take in closing the accounts that show losses and gains? '^^'How is the Mdse. account closed ? 
"In ruling an account, how should the lines be drawn? ^'^'How is the Expense account closed ? 
"^* How is the Loss and Gain account closed ? "-" How is the Proprietor's account closed ? What does 
this account then exhibit? **"" How long will it continue to exhil\it the present worth, and why? 
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Note.— The Day Book and Journal will hereafter be combined, the history of the transaction being written in 
connection with the journal entry. In the form shown on page 86, both debits and credits are entered at the left side of 
the page, the right side being reserved for the explanations. The explanations are to be written about one-third smaller 
than the Journal entries. 
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84, pa. 10. 
61, pa. 8. 



60, pa. 8. 
77, pa. 9. 



60, pa. 8. 
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100, p. 11. 



84, pa. 10. 
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99, pa. 11. 
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11. 
12. 
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15. 
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18. 
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21. 
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26. 



MEMORANDA FOR MARCH. 

Paid Miller & Beach^ cash on account, 300.00. 

Sold Alex. Goodman^ on his note at ten days, with interest, 50 bbls. Flonr, ® 6.00. 

Paid February gas bill in cash,. 6.00. 

Gave Bell Bros. & Day my note at 10 days, with interest, in full of account, 462.50. 

Paid my note of Feb. 21, favor of Long & Martin, and interest, in cash; face of note, 
1050.00; interest, 13 days, 2.28. 

Bought of E. L. & E. B. King, 50 bbls. Beef, @ 12.00. Paid them cash on above, 200.00; 
balance on account. 

Sold R H. Day, for cash, 5 ch. Japan Tea, 300 lbs., @ 60^. 

Received of Sherman, French & Co., in full of account, as follows: Cash, 200.00: their 
note at 60 days, 400.00. 

Paid rent of store in cash, 50.00. 

Received cash of Freeman & Johnson, for their note of Feb. 19, and interest. Face of 
note, 560.00; interest, 18 days^ 1.68. 

Sold A. 0. Steele, on account, 25 bbls. Pork, @ 10.50; 5 bbls. Lard, 1000 lbs., ® 10^; 
20 bbls. Flour, @ 6.00. 

Paid my note of Feb. 26, favor of D. Hammond, in cash, 300.00, 

Bought of Beach & Gould, on my note at 90 days, 100 bbls. Flour, ® 5.00. 

Received cash of Jas. T. Wood, for his note of Feb. 23, 397.50. 

Sold Collin^ & Carpenter, 40 bbls. Salt, @ 1.50; 50 bbls. Pork, @ 10.50; 50 bbls. Beef, 
@ 14.00. Received cash on above, 785.00; their note at 30 days for balance. 

Paid J. D. Morgan, cash on account, 200.00. 

Received cash of Alex. Goodman, for his note of March 2, and interest. Face of note, 
300.00; interest, 13 days, 65^. 

Bought of Lef&ngwell Mfg. Co., for cash, a safe for office use, 475.00. 

Bought of Gardner & Gardner, 50 bbls. Beef, @ 12.00. Paid cash on above, 300.00; gave 
them my note at 60 days for balance. 

Sold Sherman, French & Co., on account, 7 bbls. A Sugar, 1875 lbs., @ 7^; 5 ch. Japan 
Tea, 300 lbs., @ 60^. 

Paid my note of 5th inst., favor of Bell Bros. & Day, and interest, in cash. Face of note, 
462.50; interest, 13 days, 1.00. 

Bought of Miller & Beach, on account, 25 bbls. Pork, @ 9.00; 10 bbls. Lard, 2000 lbs., 
@8i^. 

Collins & Carpenter prepaid their note of 13th inst., in cash, less discount. Face of 
note, 500.00; discount off, 25 days, 2.08; cash received, 497.92. 

Sold James T. Wood, on account, 10 bbla. Pork, @ 10.50; 10 bbls. Beef, @ 14.00. 

Received cash of A. 0. Steele, on account, 150.00. 

Paid in cash, Scrantom & Co.'s bill for books, stationery, etc., for office use, 15.75. 

Prepaid my note of 12th inst., favor of Beach & Gould, in cash, less discount. Face of 
note, 500.00; discount off, 80 days, 6.67; cash paid, 493.33. 

Bought of J. D. Morgan, on account, 50 bbls. Flour, @ 5.00. 
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60 pa. 8. 
76 pa. 9. 
69 pa. 9. 



60 pa. 8. 
99 p. U. 
TI pa. 9. 



MEMORANDA FOR MARCH (continued). 

27. Sold Wm. N. Marsh, 26 bbls. Pork, @ 9.00; 25 bbls. Beef, @ 14.00. Eeceived cash on 
above, 225.00; his note at 3 mos. with interest, for balance, 350.00. 

28. Gave Miller & Beach my note at 2 mos., to apply on account, 300.00. 

30. Paid clerks' salaries in cash, 125.00. 

31. Sherman, French & Go. prepaid their note of 8th inst., in cash, less discount. Face of 
note, 400.00; discount off, 40 days, 2.67; cash received, 397.33. 

'* Eeceived cash of Jas. T. Wood, on account, 100.00. 

RESOURCE INVENTORIES. MARCH 31. 18—. 

MERCHANDISE. 

210 bbls. Flour,® 6.00, 1060.00 

90 " Beef, @ 12.00, 1080.00 

40 '' Pork, @ 9.00, 360.00 

20 " Lard, 4000 lbs., @ 8^^, 340.00 2830.00 

EXPENSE. 
Office Safe, valued at 475.00 

Note. — Having completed copying the Day Book for March, journalize the transactions, consultiiig the examples 
and rules to which references are made, as you may find it necessary. After you have journalized the entire month, 
and before conunencing to post, hand your Journal to the teacher for approval. 

POSTING MARCH. 

The business of March being a continuation of that of January and February, it will be posted 
under the same ledger headings, opening such new accounts as may be required. Give each new 
account in this month ten lines space. 

BALANCE SHEET. 

After you have completed the posting for March, you may next make out a ** Balance Sheet," for 
the purpose of ascertaining the present condition of the business. Full directions having been given 
for this work, in connection with the February balance sheet, it is not deemed necessary to give here 
more than a brief outline of the steps to be taken, as it is believed that the work can be done correctly 
and understandingly through their aid, in connection with the illustration of the form of balance 
sheet, given on page 33, and from the knowledge of the principles gained in making the balance sheet 
for February. 

GUIDE FOR MAKING BALANCE SHEET FOR MARCH. 

First take a trial balance of your Ledger, precisely as instructed for February; that is, foot the 
accounts in pencil, and carry the footings to the Jirsi two columns of your Balance Sheet. Do not 
extend any amounts to the other columns until you have thus entered on your Balance Sheet all of 
the ledger accounts, and footed these two columns, to ascertain whether your Ledger is in balance. 
The footings of the various accounts, as shown in the first two columns of your Balance Sheet, should 
be as follows: Student, Cr. 4344.88; Cash, Dr. 11560.08, Cr. 9222.86; Mdse., Dr. 5746.88, Cr. 3378.75; 
Expense, Dr. 671.75; J. D. Morgan, Dr. 300.00, Cr. 750.00; A. 0. Steele, Dr. 732.50, Cr. 250.00; 
D. Hammond, Dr. 700.00, Cr. 1175.00; James T. Wood, Dr. 245.00, Cr. 100.00; Sherman, French 
& Co., Dr. 311.25; Miller & Beach, Dr. 800.00, Cr. 1195.00; Bills Payable, Dr. 2562.50, Cr. 3162.50; 
Bills Receivable, Dr. 3032.50, Cr. 2682.50; E. L. & E. B. King, Cr. 400.00; Interest, Dr. 3.28, Cr. 2.33; 
Discount, Dr. 4.75, Cr. 6.67. 

If your trial balance proves — ^that is, if the first two columns foot alike— your next step will be to 
extend the Resources, Liabilities, Losses and Gains, as shown by the various accounts, as follows: 
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CASH. 

Gommence with Cash, it being the first account in your balance sheet following the Proprietor's 

(Student's) account. Find the difference between the Dr. and Gr. footings and extend it to the 

Besource column {37, page 6), 

MERCHANDISE. 

First enter, in the Besource column, the Mdse. on hand — that is the Inventory as shown on 
page 38 {87, page 6). Make the entry in red ink. Next, to find the. gain, add the Inventory, 2830.00, 
to the Gr. footing, 3378.75, and from this sum subtract the Dr. footing, 5746. 88j and extend the differ- 
ence, 461.87, to the Oain column {36, page 6). 

EXPENSE. 

First enter, in the Besource column, the Expense Inventory, 475.00, given on page 38. {See 37, 

page 6.) Enter the Inventory in red ink, to distinguish it from the resources shown by the ledger 

accounts. Next find the loss on Expense, by deducting the Expense Inventory, 475.00, from the Dr. 

footing of Expense account, 671.75, because the safe, when bought, was charged to Expense account, 

and is therefore included in the Dr. footing. Extend the difference^ 196.75, to the Loss column 

{35, page 6). 

J. D. MORGAN. 

Find the difference between the Gr. and Dr. footing and extend it to the Liability column {38, 
page 6). 

A. 0. STEELE. 

Find the difference between the Dr. and Gr. footing and extend it to the Besource column 
{37, page 6). 

D. HAMMOND, MILLER & BEACH AND E. L & E. B. KING 

Extend the difference between the Gr. and Dr. footings in each of the above accounts to the 
Liability column {38, page 6), 

JAMES T. WOOD AND SHERMAN, FRENCH & CO. 

Extend the difference between the Dr. and Gr. footings in each of the above accounts to the 
Besource column {37, page 6), 

BILLS PAYABLE. 

Find the difference between the Or. and Dr. footings and extend it to the Liability column 
{38, page 6). 

BILLS RECEIVABLE. 

Find the difference between the Dr. and Gr. footings and extend it to the Besource column 
(37, page 6). 

INTEREST. 

» 

From the Dr. footing, 3.28, the amount allowed to others, subtract the Gr. footing, 2.33, the 
amount allowed to us, and extend the difference, .95, to the Loss column {35, page 6), 

DISCOUNT. 

From the Gr. footing, 6.67, the amount allowed to us, subtract the Dr. footing, 4.75, the amount 
allowed by us, and extend the difference, 1.92, to the Gain column {36, page 6). 

You may now foot the remaining columns of your Balance Sheet, viz: the Besource, Liability, 
Loss and Oain columns, after which make a summary of the results, as shown in the form of balance 
sheet for February, on page 33. 

The footings of the columns should be as follows: Gain, 463.79; Loss, 197.70; Besource, 6930.97; 
LiabUity, 2320.00. 

Note. — Having? completed the balance sheet, you will now close the Ledger. As explained in the month of 
February (5d, page SS), to cause the proprietor's account in the Ledger to show the present worth, it is only necessary to 
close the accounts showing losses and gains. The remaining accounts, those showing resources and liabilities, maif 
be doted, however, and to give the pupil practice in the work of a general closing of the Ledger, all of the accounts will 
now be closed. As an aid in performing this work, a few accounts properly closed, are shown on pliges 43 and 48, and 
explicit instructions for every step to be taken are given in the following 
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GUIDE FOR CLOSING THE LEDGER, MARCH 31, 18—. 

Commence with the first account in yonr Ledger, following the Proprietor's (Student's) account, 

which is 

CASH. 

On the smaller side of this account — Cr. side — enter the difference between the sides. Write, in 

BED INK, Mar. Sly Balance^ 2SS7.22. Next, rule and foot the account. Next, transfer the balance 

below the ruling on the Dr. side. Write, in black ink, Apr. 1, Balance^ 2SS7,22 (see Cash accouni 

closed^ on page 42). 

MERCHANDISE. 

On the Cr. side of this account, enter, first, the inventory. Write, in bed ink. Mar, SI, Inven-- 

iory^ 28S0,00. Next, on the smaller side of the account — Dr. side — enter the difference between the 

sides. Write, in red ink. Mar. SI, Loss & Gain, JfiLSl (enter, in page column, the page of Loss 

& Gain account). Next, rule and foot the account. Next, transfer the inventory below the ruling on 

the Dr. side. Write, in black ink, Apr. 1, Inventory ^ 28S0.00. Next, transfer the gain to the Cr. 

Bide of the Loss & Gain account. (You have such an account already opened in your Ledger.) 

Write, IN BLACK ink. Mar. SI, Mdse., Jfil.St. Enter, in the page column, the page of Merchandise 
account. 

EXPENSE. 

On the Cr. side of this account, enter, first, the inventory. Write, in red ink. Mar. SI, Inven- 
tory, Ji75.00. Next, on the smaller side of the account — Cr. side — enter the difference between the 
sides. Write, in red ink. Mar. SI, Loss <& Gain (page of Loss & Gain account), 196. 75. Next, rule 
and foot the account. Next, transfer the inventory below the ruling on the Dr. side. Write, in 
BLACK INK. Apr 1, Inventory, 475.00. Next, transfer the loss to the Dr. side of the Loss & Gain 
account. Write, in black ink. Mar. SI, Expense (page of Expense account), 196.75. 

J. D. MORGAN. 

On the smaller side of this account — Dr. side— enter the difference between the sides. Write, in 
BED INK, Mar. SI, Balance, ^50. 00. Bule and foot the account. Next, transfer the balance below 
the ruling on the Cr. side. Write, IN black ink, Apr. 1, Balance, ^50.00. 

A. 0. STEELE. 
On the smaller side of this account — Cr. side — enter the difference between the aides. * Write, in 
BED INK, Mar. SI, Balance, ^82,50. Bule and foot the account. Transfer the balance below the 
ruling on the Dr. side. Write, in black ink, Apr. 1, Balance, 482.50. 

Note. — The accounts of D. HammoDd, James T. Wood, and Miller <& Beach, are to be closed in same manner as 
those of J. D. Morgan and A. O. Steele. The account of E. L. & E. B. King, having but one item, need not be closed. 

BILLS PAYABLE. 
On the smaller side of this account — Dr. side — enter the difference between the sides. Write, i>r 
BED INK, Mar. SI, Balance, 600.00. Bule and foot the account. Transfer the balance below tho 
ruling on the Cr. side. Write, in black ink, Apr. i, Balance, 600,00. 

BILLS RECEIVABLE. 
On the smaller side of this account — Cr. side — enter the difference between the sides. Write, in 
BED INK, Mar. SI, Balance, S50.00. Bule and foot the account, and transfer the balance below the 
ruling on the Dr. side. Write, in black ink, Apr. 1, Balance, S50.00. 

INTEREST. 

On the smaller side of this account — Cr. side — enter the difference between the sides. Write, in 

BED INK, Mar. SI, Loss & Gain, .95. Bule and foot the account and transfer the loss to the Dr. side 

of Loss & Gain account. Write, in black ink, Mar. 31, Interest, .95. Eemember always to enter 

the page in the page column, when amounts are transferred to or from some other page in the Ledger. 

DISCOUNT. 

On the smaller side of this account — Dr. side — enter the difference between the sides. Write, in 
BED INK, Mar. Sl^ Loss & Gain, 1.92. Bule and foot the account and transfer the gain to the Cr.. 
side of the Loss & Gain account. Write, in black ink. Mar. SI, Discount, 1.92. 



THBOBETIOAL ATn> PRAOTIOAL BOOK-KEEPmG. 41 

LOSS AND GAIN. 
On the smaller side of this account— Dr. side — enter the difference between the sides. Write, iir 
BED IKK, Mar. SI, Student i 266.09. Bule and foot the account, and transfer the net gain to the Or* 
side of Student's account. Write, IK black ikk, Mar. 31, Loss and Gain, 266.09. 

STUDENT. 

On the smaller side of this account — ^Dr. side — enter the difference between the sides. Write, iisr 
BED iNK^ Mar. 81, Present Worth, J^B 10,97. Rule and foot the account, and transfer the present 
worth below the ruling on the Or. side. Write, IK black ink, Apr. 1, Present Worth, J^S 10.97. 

Your Ledger is now closed, and the purpose of such closing has been accomplished, viz: The 
Proprietor's account has been made to show his present worth, and the resources and liabilities rep- 
resenting such present worth are exhibited below the rulings of the various accounts to which they 
belong. 

In closing the accounts, the equilibrium of the Ledger has not been disturbed, as, in every 
instance where an amount was entered in an account, either upon the debit or credit side of the 
Ledger, the same amount was immediately transferred to the opposite side of the Ledger, either in 
some other account or below the rulings of the same account, thus keeping the Ledger constantly in 
balance. A trial balance, to prove that your Ledger is now in balance, should be taken, and if correct 
will correspond with the following: 

TRIAL BALANCE OF LEDGER BALANCES, APRIL 1, 18—. 



RESOURCES (Dr. Balances). 

Cash, 2337.22 

Merchandise, 2830.00 

Expense, 475.00 

A. 0. Steele, 482.50 

Jas. T. Wood, 145.00 

Sherman, French & Co., 311.25 

Bills Eeceivable, 350.00 

Total Eesources, 6930.97 



LIABILITIES (Cr. Balances.) 

J. D. Morgan, 450.00 

D. Hammond, 475.00 

Miller & Beach, 395.00 

Bills Payable, 600.00 

E. L. & E. B. King, - 400.00 

Total Liabilities, 2320.00 

Student's Present Worth, 4610.97 

6930.97 



From the preceding explanations and operations we deduce the following general instructions for 

CLOSING THE LEDGER. 

'" It is customary in business, once a year at least, to cause the Proprietor's account in the Ledger 
to show its true relation to the business; that is, the proprietor's present worth. "• To do this, it is 
necessary to close only the accounts which show losses and gains; because in these accounts are entered 
all the transactions which make the proprietor worth more or less. The Net Qain or Net Loss found 
by closing these accounts is entered in the Proprietor's account, which will then show the true present 
worth. 

'**' The remaining accounts, those showing resources and liabilities, need not be closed for this 
purpose, as they simply show of what such present worth consists, and closing them in no way affects- 
the Proprietor's account. *" They may be closed, however, to mark a period in the business, or for the 
purpose of causing each account to exhibit in a single amount, convenient for inspection, its exact net 
debit or exact net credit, as the case may be. 

"'Any account may be closed at any time, without reference to a general closing of the Ledger* 
As, for mstance, if the footings become very large and unwieldy, the account may be closed and the 
balance carried forward; or, in the case of a personal account, if an adjustment is had and the correct 
balance determined, it is desirable to close the account and carry forward the balance agreed upon at 
that time; or, if the space assigned an account becomes filled, the account may be closed and the 
balance transferred to a new account. 

"• It is not customary in business, even at a general closing of the Ledger, to close all of the 
personal accounts. The Ledger of a large business house not infrequently contains personal accounts 
reaching into the thousands, and to close all of these would involve a great amount of unnecessary 
labor. Personal accounts, therefore, are, as a rule, allowed to remain open until closed by payment in 
the regular course of business. 
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Note. — These accounts do not represent the work of the text-book, and are given only as a general illustration of 

tiow such accounts should be closed. 
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GENERAL RULES FOR CLOSING THE LEDGER. 
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Open an account with Loss and Gain, following the last account in your Ledger, if you have 
not already opened such an account. 

'^*To economize time, and to avoid omissions, it is desirable to close the accounts in the order in 
which they stand in the Ledger, omitting the Proprietor's account until all the other accounts in the 
Ledger have been closed. 

ACCOUNTS SHOWING LOSSES AND GAINS HAVING INVENTORIES CLOSED. 

"^ If an account has a Resource Inventory, enter the amount of it on the credit side of the account, 
IN" RED INK, using for explanation Inventory. "^ If an account has a Liability Inventory, enter the 
amount of it on the debit side of the account, in red ink, using for explanation Inventory. "' Next 
enter, on the smaller side of the account, in red ink, the difference between the sides, using for 
explanation Loss and Gain. "* Next rule up the account and enter the footings, carrying the Inven- 
tory below the rulings, on the opposite side of the account, in black ink. ^*^ Next transfer the los8 
and gain amount to the opposite side of Loss and Gain account, in black ink, using for explanation 
the title of the account you are closing as Expense or Merchandise. 

ACCOUNTS SHOWING LOSSES AND GAINS HAVING NO INVENTORIES CLOSED. 

"' Enter, on the smaller side, in red ink. Loss and Gain and the difference between the sides of 
the account. Hule up the account, enter the footings, and transfer the loss and gain amount to the 
opposite side of Loss and Gain account, in black ink, using for explanation the title of the account you 
are closing, as Mdse., Real Estate^ etc 

ACCOUNTS SHOWING RESOURCES AND LIABILITIES CLOSED 

'** Enter, on the smaller side of the account, in red ink, Balance and the difference between the 
sides. Rule and foot the account, and carry the difference below the rulings, on the opposite side, in 
black ink, using for explanation Balance. 



i»i 



LOSS AND GAIN ACCOUNT CLOSED. 



Enter on the smaller side of Loss and Gain account, in red ink, the proprietor's name and the 
difference between the sides, which difference will be the Net Gain or Net Loss. Rule and foot the 
account, and carry the difference to the opposite side of the proprietor's account, in black ink, using 
Loss and Gain for explanation. In case of a partnership, the difference should be divided according 
to the terms of the partnership contract, and each partner's name and share entered separately in the 
Loss and Gain account, and afterward transferred to the opposite side of his individual account. 



IM 



THE PROPRIETOR'S ACCOUNT CLOSED. 



Enter on the smaller side. Present Worth and the difference between the sides, in red ink. Rule 
and foot the account, and bring the difference below the rulings on the credit side of the account, in 
black ink, uBing Present Worth for explanation. In case the debit side of the proprietor's account is 
greater, the difference will be entered as Insolvency. In case of a partnership, 'each partner's account 
should be closed as described above. This completes the closing of the Ledger. 

QUESTIONS FOR REVIEW. 

• 

Page 41. — "'How frequently is it customary in business to cause the Proprietor's account to 
show its true relation to the business ? "• To do this, what accounts is it necessary to close ? "* Why 
is it not necessary to close all the accounts at this time ? *" When may all the accounts be closed, and 
for what purpose ? "" May any account be closed at any time, and if so for what purpose ? "* Is it 
customary in business to close, at any time, all of the personal accounts in the Ledger ? Page 42. — 
What is the first step to take in closing a Ledger ? "* In what order should the accounts be closed ? 
*• Give the general rules for closing accounts showing losses and gains and having inventories. "* For 
those showing losses and gains and having no inventories. "' For those showing resources and liabili^ 
ties. *'* For the Loss and Gain account. ^^ For the Proprietor's account. 



144 

146.1 



THEOBETIOAL AND PEAOTIOAL BOOK-KBEPIKG. 



45 



BUYING PRICE LISTS FOR APRIL AND MAY. 



Beans, 

Barley, 

Com, 

Clover Seed, 

Flax, 

MiUet, 

Oats, 

Peas, 

Bye, 

Wheat, 



List No, 1. 



3.00 bu. 

.75 bu. 

.50 bu. 
4.00 bu. 
1.50 bu. 
1.00 bu. 

.35 bu. 
2.10 bu. 

.60 bu. 
1.05 bu. 



2. 



1.75 

.80 

.45 

4.50 

1.25 

1.10 

.32 

2.20 

.55 

1.10 



3, 



.75 

.40 
4.00 
1.75 
1.00 

.35 
2.15 

.60 
1.00 



i. 



2.00 1.85 



.85 

.50 
3.75 
1.50 
1.05 

.33 
2.10 

.65 
1.05 



5. 



1.75 
.80 



.45 



3.60 



1.25 



2.00 



.50 
.95 



6. 



1.90 



.85 



.55 



4.00 



1.50 



1.15 1.10 
.34 ' .36 



2.05 



.55 



1.00 



7. 


8. 


9. 


2.00 


2.10 


2.16 


.90 


.85 


.80 


.50 


.45 


.40 


4.25 


4.00 


3.50 


1.25 


1.75 


1.60 


1.00 


.95 


.90 


.35 


.33 


.34 


2.15 


2.10 


2.20 


.60 


.55 


.50 


1.05 


.95 


1.00 



10. 



2.05 
.75 
.45 

3.75 



1.25 



1.00 



.32 

2.00 
.55 
.95 



SELLING PRICE LISTS FOR APRIL AND MAY. 



Beans, . 
Barley, 



Com, - - - 



Clover Seed, 
Flax, 



MUlet, 
Oats, - 



Peas, - 



Bye, 



Wheat, 



List No. 1. 



2.10 bu. 

.85 bu. 

.60 bu. 
4.50 bu. 
2.00 bu. 
1.25 bu. 

.40 bu. 
2.35 bu. 

.75 bu. 
1.15 bu. 



2. 


3. 


4. 


6. 


6. 


7. 


8. 


9. 


1.85 


2.05 


1.95 


1.80 


2.00 


2.05 


2.16 


2.20 


.90 


.80 


.90 


.85 


.95 


.95 


.90 


.86 


.55 


.50 


.60 


.55 


.60 


.55 


.60 


.45 


4.75 


4.25 


4.10 


3.80 


4.15 


4.40 


4.20 


3.60 


1.65 


2.00 


1.75 


1.50 


1.65 


1.50 


1.90 


1.75 


1.30 


1.25 


1.30 


1.40 


1.35 


1.20 


1.15 


1.10 


.36 


.38 


.36 


.37 


.40 


.38 


.37 


.38 


2.40 


2.30 


2.25 


2.20 


2.25 


2.30 


2.35 


2.40 


.65 


.70 


.75 


.62 


.65 


.70 


.65 


.60 


1.20 


1.10 


1.15 


1.05 


1.10 


1.15 


1.05 


1.10 



10. 



2.10 



.80 



•65 
3.86 



1.50 



1.15 



.35 
2.25 

.65 
1.05 



NoTB. — ^After having been assigned by the teacher the number of price list to be used in the following set, the 
pupil is advised to copy it on a separate sheet of paper, as illustrated below. This will put the list in a form convenient 
for use, and render mistakes less liable to occur in making the extensions. 



Buying Price. 

2.00 .... 

.76 .... 

.50 .... 



4.00 

1.50 Flax, - 

1.00 Millet, 

.36 Oats, . 

2.10 Peas, . 

.60 Eye,-. 

1.05 Wheat, 



List No. 1, Selling Price. 

..Beans, 2.10 

--Barley, 86 

..Com, 60 

.. Clover Seed, 4.60 

2.00 



1.25 
.40 

2.35 
.75 

1.15 
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MEMORANDA OF TRANSACTIONS FOR APRIL 

1. (Student) commenced business this day, and invested cash, 5000.00. 

2. Bought of C. W. Bond, for cash, 100 bu. Wheat; 60 bu. Beans. 

'* Deposited in College National Bank cash 4000.00 {memorandum; no Journal entry required). 

Note.— An account with the Bank is sometimes kept in the Ledger, debiting it for all deposits and crediting it for all 
sums drawn out. This plan is not now generally observed in business, but all transactions with the bank are treated as cash 
transactions. When, therefore, money is deposited in the bank, no entry is required crediting cash, the cash so deposited 
being considered practicaUy as on hand, because it is not paid out, in the sense of being disposed of, as the bank simply 
becomes the custodian of it in place of our safe or drawer. When, however, checks are drawn by us on the bank 
ordering payment to be made of the cash so deposited, to other parties, then entries must be made crediting cash, because 
the amount in bank (that is, our cash) is reduced to just the extent of the checks so drawn. 

3. Sold Clarkson & Co., for cash, 50 bu. Wheat, 20 bu. Beans. 

4. Bought of B. D. Lord, on account, 100 bu. Millet, 100 bu. Com, 100 bu. Flax, 200 bu. Oats. 
6. Sold OgdeA & Boyce, on account, 50 bu. Millet, 20 bu. Beans, 50 bu. Flax. 

6. Paid Miller & Co.'s bill for office books and stationery, in cash, 35.00. 

8. Bought of Smith & Pond, on my note at 15 days, payable at College National Bank, 50 bu. Clover 

Seed. 

9. Paid B. D. Lord, to apply on account, by check on College National Bank 100.00 {credit Cash). 

(A form of bank check filled out, is given below.) 

10. Sold Geo. D. Carter, for cash, 10 bu. Clover Seed, 50 bu. Oats. 

'* Paid cash for two tons of coal for office use, 9.50. 

12. Sold Nathan McDonald, on his note at 15 days, 20 bu. Clover Seed, 50 bu. Oats, 25 bu.^Millet. 

15. Bought of Brewster & Co. on account, 200 bu. Eye, 100 bu. Barley, 100 bu. Peas, 200 bu. Wheat. 

16. Beceived cash of Ogden & Boyce, to apply on account, 100.00. 

'* Paid Briggs & Son's bill for office safe by check on College National Bank, 300.00. 

18. Bought of W. E. Boss, on my note at 30 days, with interest, payable at College National Bank, 

100 bu. Beans, 200 bu. Com, 100 bu. Clover Seed. 

" Deposited cash in College National Bank, 500.00. {See note above.) 

19. Paid B. D. Lord on account, by check on College National Bank, 150.00. 

20. Sold £. W. & B. W. McMaster, on their note at 20 days, with interest, 50 bu. Peas, 50 hxu 

Clover Seed, 100 bu. Rye. 

22. Seceived cash of Ogden & Boyce on account, 50.00. 

23. Sold Benj. D. Collins, on account, 50 bu. Barley, 20 bu. Flax, 25 bu. Millet, 100 bu. Wheat. 
25. (Student) drew cash from the business for his private use, 100.00. 



Fourth National Bank, 




Oz^ OxNOXNT<A/rz. 








i^-r^'^-t^ DOLI^AJRS, 
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MEMORANDA OF TRANSACTIONS FOR APRIL (Continued). 

26. My note of the 8th inst. favor of Smith & Pond, due to-day, has been paid and charged to my 

account at College National Bank (credit Gash). 

Note. — A note or other commercial paper made by a depositor, and drawn payable at the bank with which he keeps 
an account, is paid by the bank and charged to his account, on presentation at maturity, the same as if it were a check, 
providing, of course, the depositor has sufficient funds in the bank to meet it. 

27. Paid Brewster & Co. on account, by check on College National Bank, 200.00. 

*' Sold Ogden & Boyce, on account, 100 bu, Oats, 50 bu. Barley, 25 bu. Rye, 100 bu. Com. 

29. Beceived cash of Benj. D. Collins, in full for the invoice of Merchandise sold him the 23d inst. 

30. Paid clerks' salaries for the month in cash, 75.00. 
Received cash of Nathan McDonald, for his note of 12th inst. due to-day. 
Deposited cash in College National Bank, 300.00. 
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Note to the Student. — Having completed the work of entering the foregoing transactions into your Journal^ 
test the correctness of your extensions of Merchandise bought and sold, in the following manner: On a slip of paper^ 
place in one column all Merchandise bought, and in another column all Merchandise sold for the entire month. Foot 
these columns and compase the footings thus obtained, with the figures given under the number corresponding with the 
list which you used, and if your work is correct they will agree. The upper amount is the total of Merchandise bought; 
the lower amount the total sold for the entire month. 

MERCHANDISE BOUGHT AND SOLD. 



If 0.1. 


M. 2. 


No.S. 


No.J^ 


No. 6. 


No. 6. 


No. 7. 


No. 8. * 


' No. 9. 


No. 10. 


2090.00 


2111.60 


2075.00 


2061.00 


1896.60 


2082.00 


2122.60 


2076.00 


1976.60 


1964.00 


1817.75 


12OT.76 


1260.60 


1269.26 


1180.00 


1266.26 


1260.00 


1240.26 


1174.60 


1168.25 



If your footings of merchandise bought and sold agree with those given above, you will next proceed to post Give 
Cash a whole page, Merchandise 80 lines. Expense, 20 lines, and Bills Receivable and Bills Payable each 15 lines space. 
Give every other account 10 lines space. After the posting has been completed, take a trial balance (not a balance sheet) 
to prove that the Ledger is in balance, preparatory to continuing the work of the month of May. Should your trial 
balance indicate that your Ledger is not in balance, the following directions are to be observed in locating the error. 
Apply the tests in the order in which they are given. 

SPECIAL INSTRUCTIONS REGARDING TRIAL BALANCES. 

' Make out every Trial Balance with ink, in proper form, on a Trial Balance sheet. ' Do the work 
carefully in every particular. Much time is spent correcting errors that are due, not to a lack of 
knowledge of the work in hand, but simply to a lack of care. "A book-keeper must learn to find 
mistakes, although a constant effort should be made to avoid them. If the Trial Balance does not 
at first balance, do not be discouraged, for a systematic search will always disclose the error. The 
accompanying instructions should be followed explicitly, and in the order given. 

TO FIND ERRORS WHEN THE TRIAL BALANCE DOES NOT BALANCE. 

First. — *Beview carefully the addition of the Trial Balance. 

Second. — "Find the exact amount out of balance. 'Look for this amount in the Journal, and in 
all other books from which posting is done; also, look for one-half the amount, and see if such amounts 
are posted correctly. 

Third. — * Eeview the additions of the Ledger accounts, and see if all footings have been transferred 
correctly from Ledger to Trial Balance. 

Fourth. — • See if all previous balances and inventories have been brought down below the rulinga 
on the proper side. 

Fifth. — • See that no amount has been entered on the wrong side, omitted, or entered twice in the 
Trial Balance. 

Sixth.—" Check the posting in the order of dates, beginning at date of last Trial Balance, as follows: 

(A) " See that the Journal entries of each transaction balance; 

(B) " Check each entry in Ledger, in the ,order of the original posting, as found to be correct 
Place a check mark in pencil, thus, y/, ill the Ledger against each item examined and found to be 
correctly posted. ( " Sharpen your pencil and make very small, light check marks that may afterwards 



48 THBORETIOAL AND PRAOTIOAL BOOK-KEEPING. 

be erased.) ^^ Never review the posting without checking in the Ledger. "The probable location of an 

error may frequently be determined by its amount. An error of several thousand dollars could only be 

in accounts containing large amounts, or a balance placed on the wrong side, or the omission of an 

account. An error of only a few cents is likely to be in interest or discount or the omission of the 

cents in posting some amount. "If the amount out of balance is exactly 1.00, 10.00, 100.00, 1000.00, 

etc., the error is usually in addition. "If the amount out of balance is divisible by nine, the error 

may be a transposition of jSgures. This point is only valuable in checking over the work that you may 

not overlook such an error. " Poor figures cause many of the errors in book-keeping. Errors may be 

made because figures are improperly formed, and therefore, are misread ; figures may not be written in 

columns, thus causing mistakes in addition, or corrections maybe carelessly made, rendering the figures 

illegible. A good book-keeper must make good figures. 

" The acquiring of a habit of accuracy is one of the valuable things that book-keeping teaches, and 

a constant effort should be made to improve in this particular. '^A permanent record of errors, kept 

perhaps on one of the fly leaves of the text-book, will be of value in showing what errors you are most 

liable to make, and thus enable you to guard against them. 

In case it becomes necessary to review and check the posting, and an error is found by this process, but which is not 
Ihe amount required to make the trial balance prove, correct the error thus discovered; then find the exact amount still 
required-to make the Ledger balance, and again apply the short tests given on page 47 before going on with the examina 
4ion of the posting. Continue in this way until the trial balance balances. 

CORRECTION OF ERRORS. 

The manner of correcting an error depends upon the nature of it, and upon the book in which it 
appears. As a rule, erasures should not be made in any of the books, and particularly in the books of 
original entry. 

In case of an error consult the teacher for instructions regarding its correction. 

MEMORANDA OF TRANSACTIONS FOR MAY. 

1. Bought of Oliver & Kennard, 150 bu. Beans, 100 bu. Peas. Paid them on above, by check, 

200.00 ; balance on account. ( Credit Cash for the amount of the check.) 

2. Received of Ogden & Boyce, their note at 15 days in full of account. 

3. Paid rent of store for month of April, in cash, 50.00. 

.4. Sold J. B. Eddyfield, 100 bu. Peas, 25 bu. Clover Seed, 50 bu. Beans. Received cash, 100.00, 
and his note at 30 days, with interest, for balaQce. 

6. Paid B. D. Lord in full of account, by check. 

7. Bought of J. T. & A. H. Gorsline, on my note at 60 days, payable at College National Bank, IOC 

bu. Clover Seed. 
'* Sold Benj. D. Collins, on account, 50 bu. Rye, 25 bu. Clover Seed, 60 bu. Wheat. 

8. Paid April gas bill, in cash, 4.25. • 

10. Paid Oliver & Kennard, on account, by check, 100.00. 
" Sold Hopkins & Son, on their note at 45 days, 150 bu. Beans, 50 bu. Peas. 

12. Gave Brewster & Co. my note at 30 days, with interest, payable al College National Bank, to apply 

on account, 300.00. 

13. Bought of B. D. Lord, on account, 100 bu. Barley, 500 bu. Oats, 300 bu. Wheat.* 

" Received cash of E. W. & B. W. McMaster, in full for their note of April 20th, and 23 days' 
interest. ( Remember to compute interest and discount at 6^, on a SGO-day basis.) 

15. Benj. D. Collins has returned for credit, by special agreement, 50 bu. Rye sold him 7th inst., at 

the price he paid, less 2^ per bu. 
'* Deposited cash in College National Bank, 300.00. 

16. Sold A. D. Larkin & Bro., 200 bu. Wheat, 100 bu. Com, 300 bu. Oats. Received cash, 100.00; 

balance on account. 

17. Paid Oliver & Kennard, on account, by check, 100.00. 

18. Bought of Brewster & Co., on account, 200 bu. Millett, 100 bu. Flax. 

19. Gave B. D. Lord my note at 10 days, with interest, payable at College National Bank, in full of 

invoice 13th inst. 
*' Sold Morgan, Jessi^p & Morgan, 100 bu. Wheat, 75 bu. Millet, 60 bu. Flax. Received caah, 
150.00; balance on account. 
90. Beoeirad cash of Ogden & Boyce, in full for their note of 2nd inst., due to-day. 
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MEMORANDA OF TRANSACTIONS FOR MAY (Continued). 

SO. Bought of Jerome Osgood, on my note at 20 days, with interest, payable at College National Bank, 

176 bu. Beans, 200 bu. Peas, 75 bu. Clover Seed. 
21. My note of April 18, favor of W. E. Ross, and 33 days' interest, due to-day, has been paid and 

charged to my account at College National Bank. 
23. Sold Gordon & Fisher, on their note at 15 days, with interest, 76 bu. Peas, 15 bu. Clover Seed, 

65 bu. Beans. 
26. Prepaid my note of 7th inst., favor of J. T. & A. H. Gorsline, by check, less discount to maturity, 

46 days. 

26. Sold Jas. H. Cone, for cash, 18 bu. Peas, 65 bu.' Barley, 36 bu. Millet, 

27. Paid rent of store for May, in cash, 50.00. 

28. Hopkins & Son prepaid their note of 10th inst., in cash, less discount to maturity, 30 days. 
" Deposited cash in College National Bank, 600.00. 

29. Received cash of Morgan, Jessup .& Morgan, on account, 100.00. 

30. Sold Ogden & Boyce, on account, 70 bu. Flax, 60 bu. Wheat, 200 bu. Oats, 36 bu. Barley, 100 

bu. Com. 

31. Paid clerks' salaries in cash, 75.00. 



INVENTORIES, MAY 31, 1 

MERCHANDISE (at cost), 180 bu. Beans, 180 bu. Clover Seed, 50 bu. Wheat, 90 bu. Millet, 107 bu. 
Peas, 75 bu. Rye. 

EXPENSE, Office safe, at cost. 

After entering the foregoing transactions in your Journal, you will then post, giving each new 
account to be opened ten lines space. 

The cash on hand ( in safe and in bank ) as shown by your cash account, should agree with the 
result given below, under the price list number corresponding to your own. 



JVb. i. 


Ifo.g. 


M,3. 


jafo.4. 


yd. 5, 


M. 6. 


No, 7. 


No. 8, 


No^. 


Nolo. 


1166.89 


4061.28 


4106.07 


4167.66 


4178.84 


4086.07 


4065.04 


4090.00 


4185.41 


4114.15 



After the posting has been completed make out a Balttnce Sheet. If your Trial Balance should 
not balance consult and follow the special instructions on page 47. Your net gain, or net loss, should 
agree with the result given below, under the price list number corresponding to your own. 



N.{ 



No. 1. No. 2. No.S. No. 4. No. 5. No. 6. No. 8. No. 9. No. 10. {No. 7. 

187.34 93.18 26.87 56.10 61.34 23.67 10.20 .81 13.15 ^^^ ^^^^' \ 13.16 

Present your Balance sheet to the teacher for approval, after which close all the accounts in the 
Ledger, full directions for which are given below. 

GENERAL DIRECTIONS FOR CLOSING THE LEDGER, MAY 31. 189-. 

1st. — Open an account in the Ledger with Loss and Gain. {See 14i, page jU.) 

2nd. — Close Merchandise account. (See 146, 1^8, 149, 150, page H.) Remember the instructions 
regarding the red and black ink entries ; also, observe carefully the ruling, as shown in the accounts 
closed on pages 42 and 43. 

3rd. — Close B. D. Collins' account. {See 152, page 44.) 

4th. — Close Expense account. {See 146, 148 y 149, 150, page 44-) 

6th. — Close Bills Receivable account. {See 152, page 44') 

6th. — Close Interest account. {See 151, page 44*) 

7th. — Close the accounts of A. D. Larkin & Bro., Morgan, Jessup & Morgan, and Ogden & Boyce. 

{See 152, page 44') 

8th. — Close the accounts of Bills Payable, Brewster & Co., and Oliver & Kennard. {See 152, page 44*) 
9th. — Close Discount account. {See 151, page -^.) 
10th. — Close Loss and Gain account. {See 153, page 44-') 
11th. — Close the Proprietor's account. {See 154, page 44*) 

After completing the work of closing tJie Ledger, hand your hooks to the teacher for inspection. 

4 



SHIPMEIS3"TS AND CONSIGNME:t^TS. 



'A Shipping Business is one in which the proprietor is engaged in buying goods and shipping 
them away to be sold by agents, who receive for their services a certain per cent, on the sales. 

'A Commission Business is one in which the proprietor is engaged in receiving goods from 
others to sell for them in the capacity of an agent, receiving for his services a certain per cent, on the 
sales. 

'A Shipping and Commission Business is one in which the proprietor is engaged both in 
shipping and receiving goods to be sold on commission. 

Shipments. — * When property is shipped to be sold on commission, the person who ships it opens 
an account upon his books with '' Shipment," to represent the property which has passed from his 
possession but not from his ownership, ^To distinguish different shipments, the name of the person to 
whom shipped, and the number of the shipment are generally used, thus: "Shipment to Brown & Co., 
No. 1." 'The person who ships the property is called the "Consignor." ' The person who receives 
the property is called the " Consignee." 'After the consignee has disposed of the property, a statement 
showing the sales and all the charges is rendered to the consignor. Such a statement is called an 
"Account Sales." * The difference between the sales and all the charges is called the " Net Proceeds.'* 
"After the shipment has been credited with the net proceeds, it will show either a gain or a loss. " If 
a statement of the business were to be made before receiving an account sales, the value of the shipment 
would be treated as a resource inventory. 

Rule for Journalizing Shipments, 



" Credit the SJnpmefit, at the time of receiving 
the account sales, for the net proceeds. 



^^ Debit the Shipment, at the time the property is 
shipped, for its value (usually the cost ), and all 
expenses. 

Consignments. — " When property is received to be sold on commission, the party receiving it 
opens an account upon his books with " Consignment," to represent the property which has come into 
his possession, but not his otvnership, *^To distinguish different consignments, the name of the con- 
signor is generally used, and the number of the consignment, thus: "J. D. Winslow's Consignment, 
No. 1." "After the closing entry has been made, debiting the consignment for the charges and net 
proceeds, the consignment will balance. '^If a statement of the business were to be made before 
closing the consignment, and the charges upon it to the time of the statement exceeded the sales, the 
excess would be a resource; "if the sales exceeded the charges, the excess would be a liability. 

Rule for Journalizing Consignments, 

SI 



^*Debit the Consignment for all charges paid when 
the property is received; ^^ debit it for all subsequent 
charges, and for the net proceeds, 

EXAMPLE No. 1. 



Credit the Consignment for all sales of property 
belonging to it. 



Shipt. to King & Co., No. 1. 
To Mdse. 
Cash. 



Shipped to be sold on our acct. and risk, 

40 tubs Butter, 2000 lbs. net, 16^, 

Paid cartage, 

EXAMPLE No. 2. 



322 



00 



320 00 
2'00 



Cash, 
To Shipt. to King & Co., No. 1, 



Beceived an account sales of Butter, net 
proceeds remitted in cash, 

EXAMPLE No. 3. 



36750 



367 



50 



Gordon & Bro., Con. No. 1, 
To Caflh, 



Received to be sold on their acct. and risk, 
50 boxes Florida Oranges, 
Paid freight. 



50 



10 



00 



10 



00 
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EXAMPLE No. 4. 



Cash, 
To Gordon & Bro., Con. No. 1, 



Gordon & Bro., Con. No. 1, 
To Storage, 
Commission, 
Cash, 



Sold for cash, 
50 boxes Florida Oranges, 

EXAMPLE No. 5. 



4.00 



200 



00 



Rendered account sales 50 boxes Oranges, 
Charges, 
10^ on sales, 
Net proceeds remitted. 



190 



00 



200 



00 



2 

20 
168 



00 
00 
00 



The net proceedfi, 168.00, are found by deducting from the amount of the sales, 200.00, the total charges as follows: 
Freight, 10.00, Storage 2.00, Commission 20.00, making the total charges 82.00. This amount being deducted from the 
sales, 200.00, leaves 168.00 as the net proceeds. 



1. 
6. 



7. 
10. 



12. 



13. 



14. 



99 



17. 

18. 

20. 
2L 

23. 
24. 

25. 

27. 
28. 



MEMORANDA OF TRANSACTIONS FOR JUNE. 

Commenced the Shipping and Commission business and invested, cash, 4000.00. 

Bought, for cash, 200 tubs Butter, 10,000 lbs., at 18^; 200 crates Eggs, 6,000 doz., at 15^; 100 

boxes Cheese, 6,000 lbs., at 12^. 
Shipped to Comstock & Daniels, Philadelphia, to be sold on my acct. and risk, 100 tubs Butter, 

5,000 lbs., invoiced at 18^. Paid cartage, in cash, 3.00. {See 4, ^> cind 12, page 50; also, see 

Example No, i, page 50 ^ for form of Journal entry,) 
Shipped to Lockwood & Co., Jamestown, to be sold on my acct. and risk, 100 crates Eggs, 3,000 

doz., invoiced at 15^. Paid cartage, in cash, 4.00. 
Received from Geissman & Co., New York, to be sold on their acct. and risk, 40 boxes Florida 

Oranges. Paid freight and cartage, in cash, 7.50. (See H, 15, and 19, page 50; also, see 

Example No. S, page 50, for form of Journal entry,) 
Received from Selleck & Sons, Boston, to be sold on their acct. and risk, 75 boxes Lemons. Paid 

freight and cartage, in cash, 15.00. 
Received from Comstock & Daniels an account sales of the Butter shipped them 5th inst. Our 

net proceeds remitted in cash, 1008.50. {See 8, 9, 10, and 13, page 50; Example No. 2, page 50.) 
Sold, for cash, 40 boxes Florida Oranges, belonging to Geissman & Co.'s Consignment No. 1, at 

4.00. {See 21, page 50; see also Example No, U, page 51.) 
Closed Geissman & Co.'s Con. No. 1, and rendered them an account sales. Storage charges, 2.00. 

Commission, 10^ on sales, 16.00. Geissman & Co.'s net proceeds remitted in cash, 134.50 {See 

20, page 50; see also Example No. 5, page 51. ) 
Received from Geo. J. Johnson, Baltimore, to be sold on his account and risk, 200 bunches 

Bananas. Paid freight and cartage, in cash, 10.50. 
Shipped Craig, Cook & Co., Detroit, to be sold on my acct. and risk, 100 boxes Cheese, 6,000 lbs., 

invoiced at 12 jJ. Paid cartage, in cash, 3.00. 
Sold, for cash, 50 tubs Butter, 2,500 lbs., at 24^; 50 crates Eggs, 1,500 doz., at 18^. 
Received from Lockwood & Co., an account sales of 100 crates Eggs, shipped them 7th inst. My 

net proceeds remitted, in cash, 425.50. 
Bought of the Meaker Dairy Co., on acct. 30 days, 50 tubs Butter, 2,500 lbs., at 18-^^. 
Sold, for cash, from Selleck' & Sons Con. No. 1, 7^ boxes Lemons at 3.50. 
Closed Selleck & Sons Con. No. 1, and rendered them an account sales. Storage charges, 3.50. 

Commission 10^ on sales. Their net proceeds remitted in cash. 
Shipped Morgan Bros., Albany, to be sold on my acct. and risk, 50 tubs Butter, 2,500 lbs., 

invoiced at l&J^. Paid cartage, in cash, 1.50. 
Received from Craig, Cook & Co., an acct. sales of Cheese shipped them 18th inst. Net proceeds 

due in 30 days, placed to my credit, 850.62. {Debit Craig, Cook £ Co.) 
Received from Geissman & Co., New York (Consignment No. 2), to be sold on their account and 

risk, 25 bbls., 2,500 Pineapples. Paid freight and cartage, in cash, 8.80. 
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29. Sold D. Deavenport & Co., City, on acct. 30 days, from 6. J. Johnson's Con. No. 1, 200 bunches 

Bananas at 2.35, from Mdse. acct., 50 crates Eggs, 1,500 doz., at 18^. 
" Closed O. J. Johnson's Con. No. 1, and rendered him an acct. sales. Storage charges, 3.00. 
Commission 10^ on sales. His net proceeds, due in 30 days, placed to his credit. 

30. Sold, for cash, from Geissman & Co.'s Con. No. 2, 10 bbls., 1,000 Pineapples, at 8^. 

INVENTORY.— 50 tubs Butter, 2,500 lbs., 18^^, 462.50. 

You will now post, make balance sheet, and close the Ledger. Give each acct. ^ of a page space. 
In making balance sheet, extend the accounts " Ship't to Morgan Bros., Albany, No. 1," and " Geiss- 
man & Co.'s Con. No. 2," in accordance with instructions 11 and 18 on page 50. Net Gain, 554.87. 

After compUthig the work of closing the Ledger ^ hand your boohs to the teacher^ and j>repare for an 
escamtnatian on all the preceding work. 

QUESTIONS FOR REVIEW. 

Page 5. — ' What is Book-keeping ? ' The object of it ? ^ How many methods, and what are they? 
*• What is journalizing ? " What must be the condition of the debits and credits in every journal entry ? 
'*■" How may the Day Book and Journal be combined ? '^" Describe the Ledger. " What is an account ? 
■• What is posting ? *" How are the books in double entry classified ? " What is a Principal Book ? 
•*An Auxiliary Book ? " How many kinds of accounts in double entry ? How may the debits and 
credits in any business transaction be determined ? Page 6. — ""** Give the general rules for journaliz- 
ing. ••"•* Into what two general classes are the three kinds of accounts divided ? " When does an 
account exhibit a Loss ? " When a Gain ? " When a Besource ? " When a Liability ? "• Upon which 
side is the excess when an account shows a Resource ? " When it shows a Loss ? ** When it shows a 
Gain ? " When it shows a Liability ? **■" Give the rule for journalizing the Proprietor's account ? 
Page 8.— "-•* Give the rule for Cash ? *•-•• What is included, usuaUy, under this title ? " When there 
is any difference in this account, which side will always be greater ? "Why ? •"'•• What is the differ- 
ence, and what does it show ? Page 9. — •*"•• Give the rule for Mdse. ** What is usually included under 
this title ? " What exception to including all goods under the general heading Mdse. ? '•"" Give the 
rule for Bills Receivable. " What is usually included under this title ? " Which side of the account 
will always be greater, when there is any difference, and why ? *'"" What is the difference, and what 
does it show ? Page 10. — '^^^Give the rule for Bills Payable. "What is included under this title ? 
•^•^ Which side of the account will always be greater, when there is any difference, and why ? "•^^ What 
is the difference, and what does it show ? Page 11. — """ Give the rule for Expense, " What is usually 
included under this title ? " What exceptions to including all such items under this title ? •'"*•* Give 
the rule for Interest and Discount. "' To what other accounts will the rule for Interest and Discount 
apply ? Page 24. — "* From what does double entry book-keeping take its name ? Page 26. — **' What 
is a Trial Balance ? "■""* Why does the trial balance not prove the work to be absolutely correct ? Page 
30. — * What does an inventory generally represent ? ' What may it represent ? * What will an inventory 
show in each case ? * How is an inventory usually taken ? * What price is generally placed upon the 
goods ? * In what other way may an inventory be found ? Page 31. — * For what purpose is a Balance 
Sheet made ? * Describe the balance sheet. **"" Explain both methods of finding the gain on Mdse. 
account, when there is an inventory. Page 32. — *^ What is the difference between the total gains and 
total losses called ? Could the net gain or net loss be found if no accounts showing losses and gains were 
kept ? If so what is the object of keeping these accounts ? '*"" Give the two ways of finding the 
Present Worth of the proprietor. '*When the liabilities exceed the resources, what is the difference 
called ? Page 41. — *"How often, usually, and for what purpose, are the accounts showing losses and 
gains closed in the Ledger ? "^ When, and for what purpose, are all of the accounts in the Ledger 
closed ? Page 44. — '" ""** "*"*** Explain closing accounts having resource inventories. "' "** "••*•• Having 
liability inventories ? '"Accounts showing gains and losses having no inventories. "'Accounts show- 
ing resources and liabilities. "*How is the Loss and Gain account closed ? How in case of a partner- 
ship ? *" How is the Proprietor's account closed ? Pages 47-48.—*"" Tell how to find errors when the 
trial balance does not balance. " What is the character of the error, generally; when it is an even $1, 
$10, $100, $1000, etc. ? " How may the error have been caused, if it is divisible by 9 ? ••In examining 
the posting, why is it necessary to place a check mark in the Ledger? Page 50. — *"" Explain Ship- 
ments and give the rule for journalizing them. """Explain Consignments and give the rule for 
journalizing them. What will a shipment account show after the net proceeds have been credited ? 
What will an unclosed consignment account show F 



DRAFTS. 



'A Draft is the written order of one party upon a second, requesting the payment of a sum of 
money to a third. " The primary object of the draft is to obviate the risk, inconvenience, and expense 
incident to transmitting money from place to place. To illustrate : 

EXAMPLE No. 1. 

Daniel H. Manning, of Bochester, N". Y., owes $2550 to W. H. Farley, of San Francisco, Cal., 
and Henry D. Morgan, of San Francisco, Cal., owes $2550 to Daniel H. Manning, of Bochester, N". Y. 
Now it will be readily seen that the payment of $2550 by Morgan to Farley, at the request of Manning, 
would cancel the indebtedness of both parties, and save Morgan the risk and expense of sending that 
amount of money from San Francisco to Bochester, to pay his debt to Manning, and likewise save 
Manning the risk and expense of sending the same amount from Bochester to San Francisco, to pay 
his debt to Farley. 

To effect such a settlement of the indebtedness above described, a draft is employed as follows : 



FORM OF DRAFT. 



y(^jTr^ 





(^U^A0irc/P^y, /r- 




^^/^^C^^^^^'^^^^i'^^ 








^a^^^^./A^z^f'tctJ^^ 





ir^^^^'Z'^^^ 



After Manning has drawn the draft in the form shown above, he sends it by mail to Farley, who, 
upon its receipt, presents it to Morgan for payment; if paid, the indebtedness of both Morgan and 
Manning will have been as fully discharged as if the money had been actually sent from San Francisco 
to Bochester by Morgan, to pay Manning, and then back again from Bochester to San Francisco by 
Manning, to pay Farley. 

From the foregoing explanations it will be seen that the primary object of the draft is the settle- 
ment of indebtedness between persons residing in different places, without the actual transmission of 
money, and although drafts may be drawn in a variety of forms and used in various ways, yet the 
principal use of the instrument remains the same, viz. : the payment of debts without the risk, incon- 
venience, and expense of sending money. Safety in the payment of the money to the proper person 
is assured by having the draft made payable to Farley's order, so that even if it were lost or stolen 
before being received by Farley, it would be of no value to the illegal holder, as it would not be paid 
without Farley's endorsement. . o 
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THE PARTIES TO A DRAFT. x 

• The parties to a draft are Drawer, Drawee, and Payee. * The party drawing the draft is the 
Drawer. * The party upon whom the draft is drawn is the Drawee. ' The party in whose favor the 
draft is drawn is the Payee. 

In the foregoing draft Daniel H. Manning is the Drawer^ Henry D. Morgan is the Drawee^ and 
W. H. Farley is the Payee, 

The entries which the parties will make in their books of accoant, in connection with the settle- 
ment of their indebtedness by means of the foregoing draft, are given below. 

ENTRIES OF THE DRAWER, DRAWEE. AND PAYEE IN THE FOREGOING DRAFT. 

(a) Manning's entry when he draws the draft and remits ) W. H. Farley, 2550.00 

it to Farley on account. ) To Henry D. Morgan, 2550.00 

Manning dfMU Farley becaiise he gets out of Farley's debty and he credits Morgan because 
Morgan gets out of his debt. 

(J) Morgan's entry when the draft is presented and he ) Daniel H. Manning, 2550.00 
pays it in cash. ) To Cash, 2550.00 

Morgan debits Manning because he gets out of Manning's debty and he credits Cash because 
it is paid out, 

{c) Farley's entry when he presents the draft for payment ) Cash, 2550.00 

and receives cash. j To Daniel H. Manning, 2550.00 

Farley debits Cash because he receives it, and he credits Manning because Manning gets 
out of his debt. 

The pupil will now write the foregoing draft, on foolscap paper, observing carefully the model 
form for wording and arrangement. Next study and be prepared to answer the following 

QUESTIONS. 

What are the parties to a draft called ? Who is the Drawer of the foregoing draft ? Who the 
Drawee ? Who the Payee ? What gives Manning the right to draw the draft on Morgan ? Why 
does Manning send the draft to Farley? Which two of the parties to a draft usually reside in the same 
place? When this draft has been paid, what has been accomplished by its use? 

EXAMPLE No. 2. 

W. G. Harding, of Baltimore, Md., owes Arthur Hamilton, of Buffalo, N. Y., $500, and Frank F. 
Wood, of Buffalo, N. Y., owes W. G. Harding a like amount. The indebtedness of the two parties is 
settled by a sight draft. 

The pupil will write the draft called for in the above memorandum, in proper form, at the top 
of a sheet of foolscap paper, and below the draft write answers to the following 

QUESTIONS. 

Who is the Drawee of the above mentioned draft ? Who the Payee ? Who the Drawer ? Why 
should Wood honor (that is pay) the draft drawn on him by Harding? Give the Drawer's entry and 
the reason for it. The Drawee's entry and the reason. The Payee's entry and the reason. State the 
relations of the parties as debtors and creditors before the draft was drawn. How were these relations 
affected by the payment of the draft ? 

HOW DRAFTS ARE DRAWN WITH REFERENCE TO TIME. 

* Drafts may be drawn with reference to time in three ways, viz. : *At sight (as in the preceding 
examples), • a specified number of days after sight (that is, after acceptance), or " a specified number 
of days after date. The first are called " " Sight Drafts"; the other two are called " " Time Drafts." 

" Sight Drafts are payable as soon as seen, and " are presented, therefore, for payment. "A check 
on a bank embodies the essential features of a sight draft. 

"Time drafts are payable at a future time, and "are presented for acceptance. " "Acceptance," 
when applied to drafts, signifies the written acknowledgment of the Drawee, that he agrees to the 
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conditions named in the draft, and thus by "accepting** it, promises to pay the draft when it becomes 
due. *• This he does by writing across the face of the draft the word '^Accepted,*' the date, where 
payable, and his signature. '*^ The acceptance should properly be made in red ink, to distinguish it 
from the other writing in the draft, but " this is not absolutely necessary, and is not always observed 
in business. " It is not necessary to date the acceptance when the draft is drawn at a given number of 
days after date, and although it may be done, it does not affect the maturity of the draft. ''If no place 
of payment is incorporated in the acceptance, the draft, when due, is to be presented at the drawee's 
office for payment. 

*^ It ia quite a common practice in business when a Sight Draft is presented, for the drawee, if he keep a bank 
account, to accept it payable at his bank, the same as if it were a Time Draft *'It is then at once presented at the bank, 
paid and charged to his account the same as if a check had been given. This is not an " acceptance " in the full technical 
sense, but is rather an order on the bank to pay the draft and charge it to the drawee's account. 

EXAMPLE No. 3. 

John L. Green, of Hartford, Conn., desires to pay to Morgan & Co., of Boston, Mass., whom he 
owes, the sum of 12316.50. To do this he finds it necessary to make a draft on King & Chase, of 
Boston, who owe him at least an eaual amount, and which is due in thirty days, and he therefore 
makes the following draft : 

FORM OF TIME DRAFT, AFTER DATE. 




w 

After drawing the draft. Green remits it to Morgan & Co., who present it to King & Chase for 
acceptance — that is, for their consent to the conditions named in the draft — and this they do by 
writing across the face of the draft as shown in the form aboye. By this act they issue a written 
promise to pay, and the accepted draft becomes to King & Chase, therefore, a Bills Payable. The 
draft being returned to Morgan & Co. bearing the written promise to pay of another party, becomes in 
their hands a Bills Beceivable. 

The pupil will write the above mentioned draft on cap paper in proper form as shown in the illus- 
tration, then study carefully the following entries and the explanations given in connection with them. 

ENTRIES OF THE PARTIES TO THE FOREGOING DRAFT 

(a) Green's entry when he draws the draft and remits it ) Morgan & Co., 2316.50 

to Morgan & Co. on account. ) To King & Chase, 2316.60 

Gree^ debits Morgan & Co. because he gets out of their debt, and he credits King & Chase 
because they get out of his debt. 

(b) King & Chase's entry when the draft is presented to ) John L. Green, 2316.50 
them and they accept it. ) To Bills Payable, 2316.50 

King & Chase debit Green because they get out of his debt, and credit Bin*s Payable because 
they have issued their written promise to pay. 

The written acknowledgment and consent to the conditions named in the draft by King & Chase, as embodied in 
their acceptance, moke it as much a Bills Payable to them as if they had glyen Morgan & Co. their note for a like amount. 
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(c) Morgan & Co. 'a entry when they receive the draft from j Bills EeceiTable, S316.50 

Green and it is accepted by King & Chase. f To John L, Green, 2316.S0 

Morgan & Co, debit Bills Receivable because they have received anaiher party's written promise 
to pay, and Ihey credit Grees because he gets out of their debt, having by the draft ordered Kino 
& Uhase to pay the money to Moroax & Co. for him. 

" The Payee has no legal claim against the Drawee until the draft has been accepted. " If the draft 
is not paid by the Drawee, the Payee will have the same remedy against the Drawer which he would 
have against him as an endorser ou a note. 

EXAMPLE No. 4. 

■ff. J. Grant, of Kansas City, Mo., owes Rockwell & Co., of New Orleans, La., 91525.60, and 
Pratt & McNeeley, of New Orleans, La., owe W. J. Grant a like amount. This indebtedness is settled 
by draft at 60 days from date, Dec. 10, 1880. Draft is accepted payable at the Creole National Bank. 

The pupil will write in proper form the draft called for in the foregoing memorandum. 
EXAMPLE No. 5. 

Perry & Jackson, of Baltimore, Md., draw a draft dated Oct. 25, 18S9, at ton days' sight, for 
(3414.25 on J. V. Wentworth, Albany, N. Y., favor of WilHtson, Burgess & Hait, and remit it to them 
on account. The draft is accepted Oct. 31, 1889, payable at Traders Bank. 

FORM OF DRAFT, AFTER SIGHT. 



Rattta/iore, Md., 




_ OR ORDER, 



^^Ut.^^i'^Zd^f^ ■*;^ p Dollars. 

D ACCOUNT OF 



The above draft differs from the one under Example No. 3, by " being drawn a given number of 
days after sight (t. e., after acceptance), instead of after date, " necessitating the dating of the accept- 
ance in order to show maturity, as the time for which the draft is drawn begins at the date of the 
acceptance. *° The entries would be the same as in the other draft. 

The pupil will write the above draft, observing the general arrangement of form of draft in Example 
No, 3, which is wholly written, accept it, and be prepared to make the entries for the three parties. 

EXAMPLE No. 6. 

Geo. T. Johnson, of Denver, Col., being indebted to Morgan & Weeks, of Cleveland, 0,, in the 
sum of $1000, he pays them by a draft dated Jan. 14, 1890, at 60 days' sight, on Osgood, Tower & Co., 
of Cleveland, 0., who owe him. The draft is accepted Jan. 20, 1890, payable at Buckeye National Bank. 

The pupil will write the draft called for in the above memorandum, and make the entries for all 
the parties. 

QUESTIONS. 

In how many ways may drafts be drawn with reference to time? What are they? What are the 
two kinds of drafts called ? State for what purjiose each is presented to the Drawee? What is meant 
by "Acceptance" as applied to drafts? How is a draft accepted ? Where is the draft to be presented 
vhen due, in case no place of payment is included in the acceptance? What is a common practice in 
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bnsiness as to the manner of paying sight drafts ? N*ame the Drawee, Drawer, and Payee of the draft 
in Ex. No. 4. Oive its date of maturity. State the relations of the parties as debtors and creditors 
previous to the drawing of the draft. Give, in writing, the entries which each party will make in con- 
nection with the draft, and be prepared to state in each case the reason for such entry. What is 
required in a draft drawn after sight that is not required in one drawn after date ? A draft is dated 
Dec. 31, 1889, drawn at two months after date; when is it due? A draft is dated Oct. 26, 1889, drawn 
at 90 days' sight, and accepted Oct. 31, 1889; when is it due? When does the time on a draft drawn 
after sight commence to mature? When on one after date f 

DRAFTS FOR COLLECTION AND DISCOUNT. 



" In addition to their use as a convenient and safe medium of exchange between different places, 
drafts are also employed for the purpose of making collections. Such drafts are made payable to the 
order of the drawer, or to the order of a bank, and are either discounted at a bank or left there for 
collection. "The use of such drafts is an effectual means of making collections as the drawee is 
compelled to pay or suffer the loss of credit incident to a protest of his paper; the draft thus may 
become, in a measure, a weapon for enforcing the payment of debts. " Business men sometimes find 
it necessary to draw on a customer in advance of the maturity of his account, in order to obtain cash 
for immediate use. This they do by drawing the draft at such number of days as will extend the 
payment on it to the time the account is due, and then deposit the draft in the bank, or otherwise 
dispose of it for cash less the discount 

EXAMPLE No. 7. 

James D. Martin, of Toledo, 0., draws a draft in favor of himself for $500, dated Nov. 7, 1889^ 
at 60 days from date, on Armour, Kean & Co., Chicago, 111., and sells it for cash, less 63 days' discount, 
to Sobt. Dowd & Bro. 

•* There need necessarily be but two parties to a draft. " The Drawer may make the draft payable 
to himself (using "myself," "ourselves," or the drawer's name), and it may then be placed in the bank 
for collection, or it may be discounted, if the drawer's credit is good. 



FORM OF DRAFT, TWO PARTIES. 




00_ 
100 



(Xoledo, O., J^ov. 7, 1889. 



Bvxby dcbys cufberr doutey Jposy. to fhe order of myself, 
Five Huundred (^ollarrs, uaZiue received, and charge to the 



CbGOGVUnt of 

Qo firmovur, Kecun ^ Go , 

Qhioaffo, lU. 



James @. Jifartzn. 



The Drawer in this case is also the Payee. " When Martin disposes of the draft to Robt. Dowd & 
Bro., he must endorse it. "This he may do by simply writing his name across the back of the draft, 
or "by writing Pay Eobt. Dowd <& Bro., or order, and signing his name underneath. "The first is 
called a Blank endorsement; *^ the second a Full endorsement. 

*• Drafts, notes, checks, or other commercial paper, when drawn payable to order, must be endorsed 
by the Payee if transferred to other parties. 

Assuming that Martin transfers the foregoing draft to Dowd & Bro. by a full endorsement, and 
that Dowd & Bro., when they present it for payment to Armour, Kean & Co., endorse it in blank, the 
endorsements will appear on the back of the draft as shown on the following page: 
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ILLUSTRATIOK OP FULL AND BLANK ENDORSEMENTS. 




ENTRIES OF THE PARTIES TO THE FOREGOING DRAFT. 

(a) Martin's entry when he draws the draft and sells it / ^. ' ' 

to Bobt. Dowd & Bro. for cash less the discount. \ m a' rr' c /^ 1..^^. ^^ 

; To Armour, Kean & Co., 600.00 

Martin debits Cash because received; debits Discount because he aUmos it to others; credits 
Armour, Eean & Co., because they get out of his debt. 

500.00 

494. 75 
6.25 

DowD & Bro. debit Bills Receivable because they receive the written obligation of other parties, 
due at a future time; credit Cash because paid out; credit Discount because it is allowed to thetn. 



(b) Dowd & Bro.'s entry when they buy the draft of f T P h ' 

Martin for cash less discount. ( t,- ' . 

) Discount, 



{c) Armour, Kean & Co.'s entry when the draft is pre- ) James D. Martin, 






600.00 



eented and they accept it. ^ i To Bills Payable, 600.00 

Armour, Kean & Co. debit Martin because they get out of his debt; credit Bills Payable 
because they issue their written promise to pay, due at a future time, 

{d) Armour, Kean & Co.'s entry when the above accept- ) Bills Payable, 600.00 

ance becomes due and they pay it in cash. ) To Cash, 500.00 

Armour, Kean & Co. debit Bills Payable because they redeem their written promise to pay ; 
credit Cash because paid out. 

When the draft is presented to Armour, Kean & Co. for acceptance, they may prefer to pay it at 
once instead of accepting it, provided the holder will allow them the discount for the time it has to run* 
Assuming that this is done, the entry would be as follows: 

[e) Armour, Kean & Co.'s entry should they pay the \ James D. Martin, 600.00 

draft on presentation, in cash, less discount, instead of accept- > To Cash, 494.75 

ing it. ) Discount, 5.25 

Armour, Kean & Co. debit Martin because they get out of his debt ; credit Cash because paid 
out; credit Discount because it is allowed to them. 

Even if they accept the draft, circumstances may arise which make it desirable for Armour, Kean 
& Co. to pay the acceptance before maturity, the holder of it allowing them the discount for the time 
it has to run. Their entry in such case would be: 

(/) Armour, Kean & Co. 'sentry should thev prepay their P'^^^^ff^^^^^^ ^^'^ ,^^ ^^ 

I X. ' 1 1 ^r J » J- - ^ i -^ y To Cash, 496.25 

acceptance as above, m cash, less 46 days discount. l -tn. ^ ^ ^^ 

•' ) Discount, 3.75 

Armour, Kean & Co. debit Bills Payable because they have redeemed timr toritten promise 
to pay; credit Cash because paid out; credit Discount because it is allowed to thefn. 
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EXAMPLE No. 8. 

Parker & Chase buy of Charles D. Steele, for cash, less 63 days' discount, his draft dated at 
Pittsburg, Pa., Dec. 30, 1889, drawn in his own favor at 60 days' sight on Alex. Gardner & Co., New 
York, for $890.40. 

QUESTIONS. 

In the draft under Example No. 7, who is the Drawer? Who the Drawee? Who the Payee? 
Under what circumstances may there be but two original parties to a draft? What is required to be 
done by the Payee of a note, check, or draft which is drawn payable to his order, in case he desires to 
dispose of it ? What are the two common forms of endorsement called ? Describe both. Write the 
draft required in the memorandum under Example No. 8. The Payee transfers it by a full endorse- 
ment to the parties who buy it of him. Make the endorsement. Assume that Parker & Chase transfer 
the draft by a full endorsement to 0. W. Latimer, who endorses it in blank when it is paid at maturity. 
Make the other endorsements. The draft is accepted Jan. 2, 1890, payable at Broadway National Bank. 
Write the acceptance. Show date of maturity. Make Steele's entry when he sells the draft to Parker & 
Chase. Make Parker & Chase's entry when they buy it. " Make Gardner & Co.'s entry when they accept 
it. Make Gardner & Co.'s entry, assuming that they paid the draft when it was presented, less 63 days' 
discount, instead of accepting it. Make Gardner & Co.'s entry assuming that they accepted the draft 
and subsequently paid the acceptance 40 days before it was due. 

SPECIAL INSTRUCTIONS FOR JOURNALIZING DRAFTS. 



DRAWER'S ENTRIES. 

** When he draws a draft and remits it to the Payee, to apply ) Payee, 
on account, he makes ) 

**When he draws a draft and disposes of it, less discount, ) Cash, 
receiving cash for the proceeds. > Discount, 



To Drawee. 



To Drawee. 



DRAWEE'S ENTRIES. 
*^When he accepts a draft drawn on him on account. 
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When he pays a sight draft on him, in cash. 



) Drawer, 
) Drawer, 



" When he prepays a time draft, in cash, less discount, instead ) Drawer, 
of accepting it. 



To Bills Payable. 



To Cash. 



To Discount, 
" Cash. 



" When he pays his acceptance at maturity, in cash. 



Bills Payable, 



r 



To Cash. 

» 

PAYEE'S ENTRIES. 

*• When he receives a time draft from Drawer, to apply on |^ Bills Receivable, 
account. J To Drawer. 

"*When the Drawee prepays the draft in cash, less discount, ) Cash, 
instead of accepting it. > Discount, 



To Drawer. 



" When he buys the draft of the Drawer, instead of receiving ) Bills Receivable, 
it on account, the Drawer allowing him the discount. > To Cash, 

; " Discount. 



GENERAL RULE FOR JOURNALIZING DRAFTS DRAWN ON ACCOUNT. 

"Debit the person who draws a draft on you, ^Credit the person on whom you draw 
a draft. 
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OTHER APPLICATIONS OF THE DRAFT PRINCIPLE. 

BANK DRAFTS, 

" What are termed " Bank Drafts " constitute a large proportion of the bnsineBS tranBacted through 
thia medium of exchange. " Nearly all banks keep money deposited with one or more of the banks 
located at some one of the commercial centers of the country, as New York, Boston, Chicago, San 
Francisco, New Orleans, etc., "against which they draw drafts to sell to their customers for "remit- 
tance to creditors, "these drafts passing current ae cash " in the section of country tributary to the 
commercial center where the bank is located upon which the draft is drawn. To illustrate: 

Erastus W. Hooker, of Buffalo, N. Y., owes Loekwood, Bailey & Co., of Bridgeport, Conn., 196.38, 
which he desires to pay. Stepping into the National Exchange Bank, near hie place of business, and . 
handing to the proper oEEcer cash for the required amount, as stated above, phia the bank's charge for 
the accommodation, which is called " Exchange," he asks for a draft on New York, payable to the order 
of himself. This draft will, when given him, conform in all essential particnlars to the following: 

FORM OF BANK DRAFT. 



tWrtlBRIR.) <=M^-^'^^ ^ ^ 



The above Conn for check and draft, with number and amount in figures at Ibe rlgbt side, has been recommended 
by the National Bankers AsBociation, and is being quite generally adoptetl. The principal advantage claimed for it is, 
that when in a file, or package, all the particulars required for entering in the bank or other boolcB, can be obtained 
without taking the paper out of the file. It is also claimed that there is less liability of errora in tlie-amount£ when they 
cume near together. 

Hooker has now in his possession, in a convenient form for transmission by mail, a substitute for 
money which can be readily used by Messrs. Loekwood, Bailey & Co., in Bridgeport, and which, will 
bt as acceptable to them as the money itself. Endorsing the draft in full to Loekwood, Bailey & Co. 
(st^e 38 and 41, page 57, for explanation of a full endorsement), he encloses it to them in a letter, and 
npon its receipt they may deposit it in the bank where they keep their account, or they may send it in 
like manner to another party to pay a debt they owe, or use it for other commercial purposes. 

To inenre safety in the payment of a draft or check to the proper pereon, banks require, in case the person presenting 
the paper for payment is unknown to them, that be be idenliJUd — that is, that some person who is known to tbem shall 
vouch for him as being tbe person he claims to be. Thin custom odds greatly to the safety of this method of making 
remittances. 

The pupil will study carefully the above form, also the following entries, and the explanations to 
them. ' 

EUTEIES OF THE PAETIE8 TO THE FOREOOINO BAXK DRAFT. 

(a) The Buffalo hank's entry when it draws the draft / m i;!- ^ ^t ..i n < ir ,,- „-. ..„ 

.^„.^. u I. ■ IV u f To First Na'tl Bank, N. Y., 96.38 

and sella it for cash, charging i^ exchange. I v y, oi 

The Buffalo Bank debits Cash because it is received; credits First National Bank for the 
draft drawn on it; credits Eschanqe because it has been allowed to Ike bank. 
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(J) Hooker*8 entry when he buys the draft and remits / -ri i^ ' * \a 

it to Lockwood, Bailey & Co., on account. f m >.' i ',./»/,« 

•^ ) To Cash, 96.62 

Hooker debits Lockwood, Bailey & Co. because he gets out of their debt; debits Exchange 
because it is allowed by him; credits Cash because he parts with cash. 

(c) Lockwood, Bailey & Co.'s entry when they receive ) Cash, 96.38 

the draft from Hooker to apply on account. f To Erastus W. Hooker, 96.38 

Lockwood, Bailey & Co, debit Cash because it is received ; credit Hooker because he gets out of 
their debt, 

{d) The New York bank's entry when it pays the draft (. t> i« i Qfi <?ft 

drawn on it by the Buffalo bank, in cash. f r^ r^ ^ .v« «« 

J > ) To Cash, 96.38 

The New York Bank debits tike Buffalo Bank for the draft paid on its account ; credits 
Gash because paid out, 

EXAMPLE No. 9. 

Henry W. Brown, of Syracuse, N. Y., who is a depositor in the Salt City Bank, and who has funds 
there to his credit, desiring to make a cash purchase of Sherman & Co., of Newark, N. J., amounting 
to $34.25, buys a New York draft at the above-mentioned bank, and pays for the same by check. The 
bank charges 15^ exchange. Brown endorses the draft in full to Sherman & Co., and they endorse it 
in blank and deposit it in their bank. The check and draft are both dated May 22, 1889. 

The pupil will write up in proper form, first, the check mentioned above. (For form of check see 
page 47.) In the check in place of the Payee's name write "N. Y. draft di^fj^ and exch. 15^," and 
omit the word ''order" or "bearer." This explains what the check was given for, and it also furnishes 
to the bank clerk convenient information for making out the draft. 

Next write the draft referred to above, and show the endorsements on the back of it. Then make 
the entries of all the parties for the above transactions, and be prepared to answer the following 

QUESTIONS. 

What is a Bank Draft ? What gives one bank the right to draw a draft on another ? How are 
these drafts treated by the parties receiving them ? Where are they so treated ? Why are they so 
treated ? How should a draft be endorsed when it is transmitted by mail ? Why? How endorsed 
when deposited in bank ? In the draft mentioned in Ex. 9, who is the Drawer ? Who the Drawee ? 
Who the Payee ? Who the Endorser ? Who the Endorsee ? 

ORDERS PAYABLE IN MONEY AND PAYABLE IN GOODS. 

•• There is practically no difference between an Order, payable in money, and a sight draft, •* except 
that, usually, all of the parties to an order reside in the same place, while in the draft the Drawer, as 
a rule, resides in one place and the Drawee and Payee in another. 

FORM OF ORDER PAYABLE IX MONEY. 



$25-^ Toledo, 0., May 16, 1890. 

John Bartlett, Jr,, 374 Summit St., will please pay the bearer 
Twenty-five Dollars, and charge the same to my account, 

WM. E. COLEMAX. 



It will be readily seen that, although the wording and arrangement of the above order are some- 
what different from that of a draft, yet it is the same in principle, there being three parties to it, 
Coleman as Drawer y Bartlett as Drawee, and Bearer ( whoever he may be ) as Payee, " The relations 
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which they eustain to each other are also identical with the parties to a draft. Bartlett owes Coleman 
and Coleman owes Bearer. On receiving the order from Coleman, Bearer will present it to Bartlett for 
payment, and, if paid, the indebtedness of the parties will be canceled, or so much of it as is covered 
by the order. 

F0R3k£ OF ORDER PAYABLE IN GOODS. 



tl5^ Detroit, Mich., June 21, 1890. 

B. J, Hartmann & Co,, 12JtJf. Jefferson Ave,, will plmse deliver to hearer 

Groceries, not exceeding in amount Fifteen Dollars, and charge the same to my 

account, 

MOSES H. BECKER. 



It will be seen that the above form differs from the previous one only by being made payable in 
goods instead of money. An order payable in goods is not negotiable. 

POST OFFICE MONEY ORDERS, POSTAL NOTES, AND EXPRESS MONEY ORDERS. 

These are now quite generally employed in business for making remittances to distant places. 
They all embody the draft principle as heretofore explained and illustrated. 

QUESTIONS. 

How does an order drawn payable in money differ from a sight draft ? Draw an order on Samuel 
Jones, 15 Clark St., in favor of Henry Banning, or order, for Twelve Dollars and Fifty Cents, payable 
in money. Should Banning desire to transfer this order to Wm. Walker, what would it be necessary 
for him to do before Walker could collect on it ? Draw an order on one party in favor of another for a 
quantity of goods. Who only can collect on this order? 

MISCELLANEOUS EXERCISES ILLUSTRATING DRAFTS. 

Before commencing upon the work of the exercises given below the student will procure a sheet of 
Ledger paper and open accounts with the following persons, debiting those who owe him and crediting 
those whom he owes. 

THE FOLLOWING PERSONS OWE STUDENT ON ACCOUNT: 

July 1, 1889. Jno. D. Gordon, Albany, N. Y., 1500.00 

** " " Wm. Groves & Son, Cleveland, 0.,.. 1800.00 

<i " " Elwood & Speers, Chicago, IlL, 400.00 

Morgan & Co., Philadelphia, Pa., 2600.00 



a a <f 



STUDENT OWES THE FOLLOWING PERSONS ON ACCOUNT: 

July 1,1889. Geo. D. Hatch, Chicago, IlL, 400.00 

'' " " Henry L. Brooks, Xew York, 1600.00 

ii i, « Parker Bros., St. Louis, Mo., 500.00 

'' " " Oliver* Co., Indianapolis, Ind., _ 1500.00 

After opening the accounts as above instructed, proceed with the work of the exercises which 
follow, making the proper entries for each transaction in the accounts direct, to which they belong. 
In this way the student will readily see the relations which the parties sustained to each other prior to 
the drawing of the draft and how the drawing of the draft affected those relations. 

MEMORANDA OF TRANSACTIONS. 

Oct. 1, 1889. Drew a sight draft on Elwood & Speers, 400.00, and remitted it to Geo. D. Hatch, 
on account. 

Write the draft, after which make the proper entries in the accounts. 
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Oct. 10. Accepted, payable at College National Bank, Oliver & Co.'s draft on me, favor Amos W. 
Clark, dated Oct. 4, at thirty days, sight, for 500.00. 

Write the draft, inchiduig the acceptance; show the date of maturity atid make tJie proper entries in 
the accounts. 

Oct. 20. Drew a draft on Morgan & Co. in favor of myself for 2000.00 ; and had it discounted at 
College National Bank, and received credit, less 93 days' discount. 

Write the draft, endorse it in blank and make the proper entries in the accou7its, treating the proceeds 
to your credit in bank as cash, 

Oct. 26. Eeceived of Wm. Groves & Son, to apply on account, their draft in my favor for 800. 00» 
dated Oct. 20, at ten days' sight, on Geo. W. Andrews, of this city. Andrews accepted the draft 
to-day, payable at Traders Bank. 

Write the draft, including the acceptance; show date of 7naturity and make the proper entries, 

Oct. 31. Accepted, payable at College National Bank, Henry L. Brooks' draft for 900.00, on me, 
drawn in favor of Charles Boyd & Co., and endorsed by them to Stephen D. Hoag, by full endorsement; 
draft dated Oct. 26, at sixty days* sight. 

Write the draft, iiicludifig the acceptance and the eyidorsement ; show date of maturity and make the 
proper entries in the accounts, 

Nov. 12. My acceptance of Oct. 10, due to-day at College National Bank, has been paid by the 
bank and charged to my account. 

Make the proper entries, remembering that payments m^de for you by the bank you are to treat 
as cash, 

Nov. 15. Prepaid a draft drawn on me by Parker Bros., St. Louis, Mo., dated Nov. 12, at 60 days* 
sight, in favor of Owen Fry & Co., 500.00, by check on College National Bank, less 63 days' discount. 

Write the draft and make the proper e^itries, 

Nov. 20. Received of Jno. D. Gordon, to apply on account, a sight draft for 500.00, dated Nov. 
10, and drawn by Lapham & Mead, of Boston, Mass., on the Hartwell Mfg. Co., of this city, favor of 
Gordon, and transferred by him to me by full endorsement. 

Write the draft, including the endorsement, and make the proper eyitries. 

Nov. 25. Prepaid my acceptance of Oct. 31, by check on College National Bank, less the discount 
for the time it has yet to run. 

Make the proper entries. 

After completing the work as outlined above, present your papers to the teacher for approval, and 
be prepared to answer any of the questions on the subject of Drafts given under the preceding exercises, 
preparatory to commencing the work of the next set embraced in the months of July and August. 

QUESTIONS FOR REVIEW. 

Page 53.—' What is a draft? • The object of it? " What are the parties to a draft called ? * Which 
is the Drawer? * Which iihe Drawee? 'Which the Payee? Page 54. — ^In how many ways are drafts 
drawn with reference to time? *"" What are they? """What are they called ? "For what are sight 
drafts presented? " When are they payable? Page 55. — " For what are time drafts presented? " When 
are they payable? "What is meant by ** acceptance?" "How is it done? "When is it unnecessary 
to date the acceptance ? "Where is a draft payable if no place of payment is mentioned in the accept- 
ance? "'** How are sijht drafts sometimes paid by business men who keep a bank account? Page 57. — 
^ Is it necessary that there be three persons mentioned in a draft? "Explain why? "What is a Blank 
endorsement? Page 58. — "A Full endorsement? " When is it necessary to endorse commercial paper? 
Page 59. — **~" Give the special instructions for journalizing drafts. Page 60. — *""" Give the general rule 
for journalizing drafts drawn on account. "'"Define Bank draft, and state how it is used. Page 61. — 
60-81 ^;/f^^2Li is the difference between an order payable in money and a sight draft ? " How do the rela- 
tions of the parties to an order compare with those of the parties to a draft? 
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BUYING PRICE LISTS FOR JULY AND AUGUST. 



DESCRIPTION. 



Japan, . 
Oolong, 



Tea. 



Young Hyson, 



English Breakfast, 



Bio, 



Coffee. 



Jaya, 



Mocha, 



Maracaibo, 



QUANTITY. 



75 lb. Hlf. Ch...... 



50 



it It it 



70 " 



60 



it *( 



if (f tt 



125 " Bag, 

75 '' Mat, 

150 '' Bale, 

125 *' Bag, 



Xo. 1. 


2. 
30 


S. 

27 


25 


6. 
20 


6. 
25 


7. 
28 


8. 
30 


25^ lb. 


45^ lb. 


50 


45 


40 


45 


50 


55 


50 


33i^ lb. 


33i 


30 


28 


25 


30 


33i 


35 


30^ lb. 


32 


28 


25 


24 


28 


30 


32 


12i^ lb. 


16f 


15 


12i 


14 


16| 


15 


13 


20^ lb. 


25 


20 


18 


25 


20 


25 


20 


25^ lb. 


30 


25 


22 


28 


25 


30 


25 


16f ^ lb. 


15 


14 


12i 


16f 


15 


18 


16| 



9. 



27 



30 



27 



12i 
18 



22 



15 



10. 



45 40 



30 



33i 
32 



15 



20 



25 



16J 



SELLING PRICE LISTS FOR JULY AND AUGUST. 



DESCRIPTION. 



Japan, . 
Oolong, 



Tea. 



Young Hyson, 



English Breakfast, 



Bio, 



Coffee. 



Java, 

Mocha, . . . 
Maracaibo, 



QUANTITY. 



75 lb. Hlf. Oh.,.-.- 



50 



70 



60 



€1 tt tt 



tt tt tt 



tt tt tc 



125 " Bag, 

75 " Mat, 

150 " Bale, 

125 " Bag, 



No. 1. 


2. 
33i 


30 


28 


5. 
25 


6. 
30 


7, 
33i 


8. 
35 


9. 
30 


30^ lb. 


50^ lb. 


55 


50 


50 


55 


55 


60 


55 


60 


40?J lb. 


37i 


35 


33i 


30 


33i 


37i 


40 


33i 


37i^ lb. 


35 


33i 


30 


28 


35 


35 


37i 


30 


15^ lb. 


20 


18 


16J 


18 


21 


18 


16J 


15 


25^ lb. 


30 


25 


22 


28 


25 


28 


25 


21 


30^ lb. 


33i 


30 


25 


33i 


30 


33i 


30 


25 


20^ lb. 


20 


18 


\^\ 


20 


18 


22 


20 


18 



10. 



33i 



45 



37i 
35 



18 
24 



30 



20 



FORM OF JOURNAL ENTRY FOR JULY 1, 18-. 

JULTT 1, 18-. 



Cash, 

Real Estate, 
Belford Bros. & Co., 
Geo. H. Collins, 
Perkins & Swift, 
Chas. L. Welch, 
To Student, 

Student, 

To Colburn & Dodge, 



On deposit in College National Bank, 

Store and lot, 66 W. 18th St., 

Owe on acct.. 

Owes on acct.. 

Owe on acct.. 

Owes on acct., 

Besources, 

Liabilities, 

Due them on acct.*. 



G. B. Meech & Son, Due them on acct., 



3500 


00 




5000 


00 




500 


00 




680 


50 




816 


88 




450 


00 


10947 


3175 


25 


1500 






1675 



38 

00 
25 
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MEMORANDA OF TRANSACTIONS FOR JULY. 

L Commenced the Wholesale Tea and Coffee business this day, with the following Besoarces and 
Liabilities : 

Besgubces. {See Remark 1.) 

On deposit in College National Bank (see Remark 2) 3600.00 

Store and Lot No. 66 West 18th St., valued at {see Remarks) 6000.00 

Belford Bros. & Co., Danville, owe on acct. i , 600.00 

Geo. H. Collins, Geneva, owes on acct 680.60 

Perkins & Swift, Branchport, owe on acct. 816.88 

Chas. L. Welch', City, owes on acct 460.00 

Liabilities. 

Colbum & Dodge, Geneva, due them on acct - 1500.00 

G. B. Meech & Son, Danville, due them on acct _ 1676.25 

Hem ABK 1. When the proprietor commences business with both resources and liabilities, there are two forms for 
making the Journal entry; 

1. Ddnt the rtwureee and credit the praprieior for their aum; credit the liabilities and debit the proprietor for their 
mun, ( Uee thie form of Journal in this set See iUustratian on page 64.) 

f . Dibit the resoitrees, credit the liabilities, and credit the proprietor for t?ie difference between the sum of the resources and 
ike wm of the liabilities. This difference is the Net Investment. ( Use the first form. See illustration on page 64^) 
Rbmabk 2. Treat the Bank account as Cash, as in the months of April, May, and June. {See note on page 47,) 
Hemabk 8. Real Estate is the Ledger title usually employed in journalizing transactions relating to Houses and 
liands. The same rules apply as in the case of Mdse. {See 66 to 74* P<^ ^0 

2. Bought of Lobeck, Durfee & Co., 169 Beade St., New York, on account at 60 days, the following 

invoice of goods received this day by Commercial Fast Freight Line: 20 hf. ch., 1000 lbs,. 
Oolong Tea; 20 hf. ch., 1400 lbs., Y. H. Tea; 30 hf. ch., 2250 lbs., Japan Tea; 10 hf. ch., 600 
lbs., English Breakfast Tea; 50 mats, ^750 lbs., Java Coffee; 10 bags, 1260 lbs., Maracaibo 
Coffee; 10 bales, 1500 lbs.. Mocha Coffee; 15 bags, 1876 lbs.. Bio Coffee. 

Obtain from the teacher the number of the Price List which you are to use in this set, and then prepare a Price List 
sheet as instructed in note on page 45. 

Make the extensions of the above items mentally as much as possible, using aliquots where convenient to do so. 
ESmploy, of course, the prices given in your buying list. 

3. Sold Geo. H. Collins, Geneva, on account at 16 days, 6 hf. ch., 375 lbs., Japan Tea; 6 lif. ch., 360 

lbs., Y. H. Tea; 10 mats, 750 lbs., Java Coffee; 5 bags, 625 lbs.. Bio Coffee. 

" Drew a sight draft on Belford Bros. & Co., and remitted same to G. B. Meech & Son, to apply on 
account, 500.00. {See 4^, page 59,) 

Write up, in proper form, on foolscap paper, the draft called for above, after which make the entry for the transac- 
tion in your Journal. Write up, in like manner, all of the drafts where directed to do so, and after completing the 
work of the month, present your books together with the drafts, to the teacher for approval. 

5. Eeceived cash of Chas. L. Welch, to apply on account, 200.00. 

6. Accepted, payable at C. N. Bank, Colbum & Dodge's draft, dated July 3, at ten days' sight, favor 

N. A. Perkins, 356.80. ( Write the draft, including acceptance. See 4S, page 59.) 

'* Paid Walker & Co.'s bill for office books, furnished July 1st, in cash, 36.00. 

8. Sold Geo. W. Carter, City, for cash, 2 hf. ch., 100 lbs. Oolong Tea; 1 hf. ch., 70 lbs., Y. H. Tea; 

2 bales, 300 lbs. Mocha Coffee. 

'* Deposited cash in C. N. Bank, 200.00. {Memorandum only. See note on page i7.) 

9. Beceived of Perkins & Swift, to apply on account, their draft, 300.00, dated July 6, at 60 days from 

date, on Scoville, Parks & Howard, this city, in my favor, which the drawees have this day 
accepted, payable at Traders Bank. ( Write the draft, including acceptance. See 49, page 59.) 

10. Bought of Manchester Safe Co., a safe for office, 250.00. Paid for same by check on C. N". Bank. 

^ Drew a draft, at 30 days from date, on Geo. H. Collins, favor of Colbum & Dodge, for 680.50, and 
remitted it to them ( Colburn & Dodge ) to apply on account, less 33 days' discount. 
5n 



It 

i 
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MEMORANDA OF TRANSACTIONS FOR JULY (Continued.) 

10. Sold Belford Bros. & Co., on account at 30 days, 10 hf. ch., 700 lbs., Y. H. Tea; 10 hf. ch., 750 
lbs., Japan Tea; 20 mats, 1500 lbs., Java GoSee; 5 bags, 625 lbs., Maracaibo Coffee. 

'* Paid G. B. Meech & Son's sight draft on me, dated July 8, in favor of Tower & Burke, by check 
on C. N. Bank, 250.00. 

12. Bought of Freeman & Guilford, City, on account at 30 days, 20 hf. ch., 1400 lbs., Y. H. Tea; 
10 hf. ch., 600 lbs., E. B. Tea; 10 bales, 1500 lbs., Mocha Coffee; 10 bags, 1250 lbs., Maracaibo 

• Coffee. 

13. Accepted, payable at C. N. Bank, Lobeck, Durfee & Co.'s draft, 475.50, dated July 10, at 45 days' 
i sight, in favor of themselves, and transferred by full endorsement to Wm. B. Eaton. ( Write the 

drafty including acceptance and endorsement.) 

" Paid Dewey & Carpenter's bill for office furniture, by check on C. N. Bank, 200.00. 

15. Sold Hammond & Boyd, Cooperstown, 5 hf. ch., 250 lbs.. Oolong Tea; 10 hf. ch., 750 lbs., Japan 

Tea; 10 mats, 750 lbs., Java Coffee. Received cash for one-half the invoice; balance on account, 
' 30 days. 

In every computatioD, if the fraction be one-half cent or more, add another cent; if less than one-half cent, drop 
the fraction. 

" Drew from the business for private use, 100.00, by check on C. N. Bank. 

16. Drew a draft at 30 days from date, on Belford Bros. & Co., in favor of myself, for the amount of 

the invoice sold them on the 10th inst. Discounted the draft at C. N. Bank and received credit 
for same, less 33 days' discount. {Write the drafts including endorsement,) 

I 17. Prepaid Lobeck, Durfee & Co.'s draft, 500.00, dated July 15th, at 45 days' sight, favor of McNeil 

& Darby, less 48 days' discount, by check on C. K. Bank. 

18. Sold Perkins & Swift, on account at 10 days, 10 hf cf., 700 lbs., Y. H. Tea; 5 bags, 625 lbs., Rio 

Coffee; 10 mats, 750 lbs., Java Coffee. 

' Received of Geo. H. Collins, in full payment of his invoice of July 3, a draft drawn by the Farmers 
Bank of Geneva, H, B. Smith, Cashier, on the Ninth National Bank of New York, in his favor, 
and transferred by him to me by full endorsement. ( Write the draft, including endorsement. 
See form of hank draft on page 60.) 

19. My acceptance of 6th inst., due to-day, has been paid by C. N. Bank and charged to my account. 
" * Deposited in C. N. Bank the draft on New York, received on the 18th inst. 

20. Scoville, Parks & Howard prepaid their acceptance of 9th inst. in cash, less discount to matunty, 48 

days. 

^ Bought of Lobeck, Durfee & Co., 169 Reade St., New York, on account at 60 days, the following 
invoice of goods, received this day by Commercial Fast Freight Line: 40 mats, 3000 lbs., Java 
Coffee; 20 bags, 2500 lbs., Rio Coffee; 10 bales, 1500 lbs.. Mocha Coffee; 10 hf. ch., 600 lbs., E. 
B. Tea; 20 hf. ch., 1500 lbs., Japan Tea. 

22. Received of Perkins & Swift, for credit, their draft, 516.88, in my favor, dated July 12th, at 60 
days from date, on Freeman & Guilford, this city. Passed the draft to Freeman & Guilford to 
apply on account, less 33 days' discount. 
Remabk.— Thirty days of the time on this draft are offset by the time on F. & G.'s invoice of July 12. 
*' Deposited cash in College National Bank, 500.00. 

28. Sold Belford Bros. & Co., on account at 30 days, 10 mats, 750 lbs., Java Coffee; 5 bales, 750 lbs., 
Mocha Coffee; 5 hf. ch., 375 lbs., Japan Tea. 

25. Prepaid my acceptance of the 13th inst., favor of Wm. B. Eaton, by check on C. N. Bank, less 

discount, 36 days. 

26. Received of Chas. L. Welch, cash to apply on account, 100.00. 

27. Sold Geo. H. Collins, on account at 30 days, 5 hf. ch., 300 lbs., E. B. Tea; 5 bags, 625 lbs., Rio 

Coffee; 10 mats, 750 lbs., Java Coffee. 
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MEMORANDA OF TRANSACTIONS FOR JULY (Continued). 

29. Drew a sight draft on Perkins & Swift for invoice of July 18th, in favor of myself, and deposited 

same in C. N. Bank, receiving credit, less bank's charges for collection, ifi. ( Open an account 
with ^'Collection and Exchange,^^) 

" Paid Commercial Fast Freight Line Co.'s bill of freight charges for the month, in cash, 11.65. 
{Debit Mdse.) 

30. Accepted, payable at C. N. Bank, Colbum & Dodge's draft, 300.00, dated July 26th at 10 days' 

sight, in favor of F. H. Green. 

" Deposited cash in College National Bank, 100.00. 

31. Received of Hammond & Boyd, for amount due on invoice sold them July 15th their draft dated 

July 27th, at 15 days' sight, in our favor, on D. B. Goldfield, of this city, which the drawee 
has this day accepted, payable at Merchants Bank. 

The valuation placed upon the Store and Lot, the 1st inst., being 500.00 too high, have made an 
entry correcting the same. 

Paid Employes' salaries for the month, in cash, 125.00. 

INVENTORIES, JULY 31, 18-. 

MERCHANDISE. 
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25 hf. ch., 1500 lbs., English Breakfast Tea. 
20 hf. ch., 1500 lbs., Japan Tea. 

13 hf. ch., 650 lbs., Oolong Tea. 

14 hf. ch., 980 lbs.. Young Hyson Tea. 



20 mats, 1500 lbs., Java Coffee. 
15 bags, 1875 lbs., Maracaibo Coffee. 
23 bales, 3450 lbs.. Mocha Coffee. 
20 bags, 2500 lbs., Rio Coffee. 

EXPENSE.— Office Safe, 250.00; Office Books, 35.00; Office Furniture, 200.00; total, 485.00. 

REAL ESTATE.— Store and Lot, 4500.00. 

You will now post. Give Cash 25 lines, Mdse. 20 lines. Bills Payable 10 lines. Bills Receivable 10 
lines. Discount 12 lines, and to all other accounts 10 lines space each. After completing the posting 
make out a Balance Sheet, and close the accounts showing losses and gains, preparatory to admitting a 
partner on Aug, 1. 

If your work is correct, the net gain shown by your Balance Sheet, will agree with the result given 
below under the number of the list corresponding to your own. 

NET GAIN \ ^0.1. No. 2. No, 3. No. J^, No. 5. No. 6, No. 7. No. 8. No. 9. No. 10. 
' { 510.83 422.29 442.84 415.37 414.55 481.30 355.95 496.16 264.42 371.26 

After completing the work as instructed above, present your books and the drafts called for in the 
text, to the teacher for approval. 

MEMORANDA OF TRANSACTIONS FOR AUGUST. 

1. Geo. W. Bigelow has this day been admitted as an equal partner, the firm name to be '^Student** 
& Bigelow. 

" Geo. W. Bigelow invests a note made by Alfred L. Decker, in his favor, secured by the endorse- 
ment of W. W. Osgood, dated August 1, 18 — , at 20 days, with interest, and transferred by the 
payee to the new firm by a full endorsement, 3000.00. ( Write this note, including the endorse-^ 
ment.) Bigelow also invests cash for the balance required to make his investment equal to Stu- 
dent's present worth. 

Rbmark. — In a business conducted by a partnership, an account is usually opened in the Ledger with each partner, 
in which he is credited with his share of the investment, and also with his share of the gains, or is debited with his share 
of the losses. 

A "Stock" account is sometimes opened in a partnership business, instead of an account with each partner, which 
is credited with the combined investment of the partners, and at stated periods is credited with the entire net gain of the 
business, or debited with the net loss. In such case a "Stock Ledger" is kept by the partners, upon which each has bd 
account showing his interest in the business. In this set the first plan will be followed. 
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MEMORANDA OF TRANSACTIONS FOR AUGUST (Continued). 

1. Transferred Student's credit in C. N. Bank to credit of " Student " & Bigelow; also deposited cash, 

4000. 00. {Memorandum only, ) 

2. Sold Perkins & Swift, on account at 15 days, 6 hf. ch., 300 lbs., E. B. Tea; 10 hf. ch., 750 lbs., 

Japan Tea; 10 mats, 750 lbs., Java Coffee; 5 bags, 625 lbs., Maracaibo Coffee; 10 bales, 1500 
lbs., Mocha Coffee. 

3. Prepaid Lobeck, Durfee & Co.'s draft on us, dated August 2, at 30 days' sight, favor Edmund J. 

Olney, by check on C. N. Bank, less 33 days' discount, for balance due them on invoice of July 2. 

" Took out policies of Insurance with North American Insurance Company, A. R. Cooley, Agent, 
3000.00 on building and 5000.00 on stock. Paid premium by check on C. N. Bank,- 120.00. 

6. Accepted, payable at C. N. Bank, G. B. Meech & Son's draft, favor Pond & O'Dell, dated July 29, 
at 15 days' sight, 300.00. 

" Received cash of Chas. L. Welch, in full of account. 

6. Sold Hammond & Boyd, on account at 30 days, 10 hf. ch., 600 lbs., E. B. Tea; 10 hf. ch., 500 lbs.. 
Oolong Tea; 10 hf. ch., 700 lbs., Y. H. Tea; 15 bags, 1875 lbs., Rio Coffee; 5 bales, 750 lbs.. 
Mocha Coffee. 

*' Deposited cash in College National Bank, 750.00. 

8. Bought at C. N. Bank, by check, a draft on Ninth National Bank, New York, 166.44, at i^ 

exchange, and remitted same to Colburn & Dodge, to balance account. 

9. Accepted, payable at C. N. Bank, Lobeck, Durfee & Co.'s draft on us, favor Hart & Long, dated 

August 8, at 40 days' sight, in full of invoice of July 20. 

10. Bought of DeVean & Hallock, 27 Washington St., New York, on account, one-half subject to 
draft in 15 days, balance in 30 days, the following invoice of goods received this day by Com- 
mercial Fast Freight Line: 40 hf. ch., 3000 lbs., Japan Tea; 50 hf. ch., 3500 lbs., Y. H. Tea; 
20 bags, 2500 lbs., Maracaibo Coffee; 10 bags, 1250 lbs., Rio Coffee; 10 hf. ch., 500 lbs.. Oolong 
Tea; 40 mats, 3000 lbs., Java Coffee; 20 bales, 3000 lbs.. Mocha Coffee. 

12. Acceptance of 30th ult., in favor of F. H. Green, due to-day, has been paid and charged in at C. N. 

Bank. 

13. Sold Selden R. Conway, of Burlington, on account at 60 days, 20 hf. ch., 1400 lbs., Y. H. Tea, 

20 mats, 1500 lbs., Java Coffee. 

15. Ghtve Freeman ft Guilford, our check on C. N. Bank, to balance account. 

17. Received of Perkins & Swift, to pay invoice of August 2, their draft on Yates ft Potter, of this 

city, in our favor, dated August 15, at 60 days' sight, for 500.00, which the drawees have this 
day accepted; also their sight draft, in our favor, on the Melville Mfg. Co., this city, which has 
been paid in cash, for the balance of the invoice and for 63 days' discount allowed us on the 
draft on Yates & Potter. The Melville Mfg. Co. paid the draft on them in cash. 

18. Received cash for D. B. Goldfield's acceptance of July 31, due to-day. 
" Deposited cash in College National Bank, 500.00. 

20. Sold Geo. H. Collins, on account at 30 days, 10 hf. ch., 750 lbs., Japan Tea; 5 hf. ch., 250 lbs., 

Oolong Tea; 20 mats, 1500 lbs., Java Coffee. 

21. Drew a sight draft on Belford, Bros. & Co., for amount of invoice sold them July 23, and remitted 

same to G. B. Meech & Sou, on account. 

23. Hammond ft Boyd having failed in business, have compromised with their creditors at fifty cents 
on a dollar. Received from them cash, on this basis, for invoice of August 6, and closed their 
account. 

This entry may be made by debiting Cash and Loss ft Gain, and crediting Hammond ft Boyd in the Journal for 
the full amount of their indebtedness. 

A better way, however, is to make an entry tn the Journal only for the amount of cash received, post it inunediately 
and close their account at once into Loss and Gain. 
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26. 
27. 
29. 
30. 
31. 
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MEMORANDA OF TRANSACTIONS FOR AUGUST (Continued). 

Beceived cash of Alfred L. Decker^ in fall for his note invested by Bigelow Aug. 1^ due to-day, 
with interest, and deposited the cash so received in G. N. Bank. 

Drew a sight draft on Geo. H. Collins, favor of ourselves, for amount of the invoice sold him 
July 27, and deposited same in C. K. Bank to our credit, less collection, i^. 

Paid DeVean & Hallock's sight draft on us, favor of themselves, for one-half of invoice of 10th 
inst., by check on 0. N. Bank. 

Sold McLean & Potter, of Oakland, on account at 30 days, 10 mats, 750 lbs., Java Coffee; 15 bags, 
1875 lbs., Eio Coffee; 8 hf. ch., 400 lbs.. Oolong Tea; 10 hf. ch., 600 lbs., E. B. Tea. 

Drew a draft on Selden R. Conway, favor of ourselves, at 46 days from date, for invoice sold him 
13th inst. Deposited the draft in C. N. Bank, to our credit, less 48 days' discount. 

Paid Employes' salaries for the month, in cash, 150.00. 

Deposited cash in College National Bank, 500.00. 

Student has this day sold out to his partner, and will engage in the Carpet business on Sept. 1. 



INVENTORIES. AUG. 31, 18-. 

MERCHANDISE. 



40 hf. ch., 3000 lbs., Japan Tea. 
34 hf. ch., 2380 lbs., Y. H. Tea. 



30 bags, 3750 lbs., Maracaibo Coffee. 
28 bales, 4200 lbs., Mocha Coffee. 

EXPENSE. Safe, OiEce Books and Office Furniture, valued at 10^ less than cost, 436.50; Insurance — 
unearned premium, 110.00. Total, 546.50. 

REAL ESTATE. Store and Lot, 4500.00. 

You will now post, make out a Balance Sheet, and close the Ledger. Arrange the summary of 
your Balance Sheet as shown in the form given below. If Trial Balance does not balance, see page 47. 



Student's Net Gain, 
Brown's " " 

Student's Net Credit, 
" Net Gain, 
" Present Worth, 

• 

■ Brown's Net Credit, 
" Net Gain, 
" Present Worth, 


44200 


16 


44200 

3600 
110 


16 

00 
00 

00 
00 


160 
110 
110 


00 
00 
00 

00 


380 


\>0 
00 


12200 


00 
00 


4380 

3710 
4110 


S § 8 8 


380 


380 






4000 
110 




12200 


12200 


-f 





Your net gain, or net loss, should agree with that given under the list below corresponding to 
your own. 

.20 6.28 ^^^ ^^^^1176.02 53.96 26.97 29.60 218.2130.06 221.31151.37 

After completing the work of closing the Ledger hand your books to the teacher for approval^ 
and be prepared to answer the questions given on page 63. 



NET GAI 



N \^'' 



SEPTEMBER AND OCTOBER. 



' The work embraced in this set is designed, principally, to illustrate the use of the Ca&h Book and 
Bill Book. 

* The business opens with two partners, and is conducted as a partnership through the month of 
September, when the partnership is dissolved, one of the partners retiring and the other continuing the 
business. *A special feature of the partnership agreement is that one of the partners is allowed a 
Balary by the firm, on account of extra services to be performed. 

*The Cash Book is kept in this set as a principal book; that is, all cash entries are made in the 
Cash Book and posted directly from that book to the Ledger without being carried to the Journal (see 
illustration on pages 76 and 77), 'Whenever cash is received, the amount is entered on the left, or 
debit side, of the Cash Book, with the title of the account to be credited in posting, and an appropriate 
explanation. 'Whenever cash is paid out the amount is entered on the right, or credit, side of the Cash 
Book, with the title of the account to be debited in posting, and an appropriate explanation. 'The 
difference between the sides of the Cash Book should exhibit, at any time, the cash on hand. "In 
business it is customary to prove the cash every day; that is, to ascertain whether the cash on hand 
agrees with the balance as shown by the Cash Book. 

* The Bill Book is kept in this set as an auxiliary book; that is, the particulars regarding the Bills 
Payable and Bills Receivable which are issued and received, are recorded here, but the entries are not 
posted from this book to the Ledger, but from the Journal, in which they also appear. 

"The Bill Book, illustrated on page 76, is arranged for both notes and drafts; "the Drawer of a 
draft and the Endorser of a note sustain substantially the same relation to the paper ; both are therefore 
entered in one column. " The same is true also of the Drawee of a draft and the Maker of a note. 

"Three days of grace are always to be added in giving the maturity of paper. "As soon as an 
entry has been made in the Journal for a Bills Payable issued, or Bills Eeceivable received, another 
entry should be made at once in the Bill Book. "When a bill has been paid, or disposed of in any 
manner, the fact should be noted in the proper column in the Bill Book. 
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BUYING PRICE LISTS FOR SEPTEMBER AND OCTOBER. 



Axminster 



Body Brussels 



Ingrain 



Lining 



Linoleum 



Moquette 



List No. i. 



Matting, Cocoa 
Oil Cloth 



Tapestry Brussels 

Velvet 



Wilton 



2.00 yd. 
1.10 yd. 

.57i yd. 

.06 yd. 

.67iyd. 
1.25 yd. 

.47* yd. 

.33i yd. 

.65 yd. 
L12iyd. 
2.10 yd. 



2, 


3. 


4. 


1.90 


2.05 


L95 


1.05 


L15 


LIO 


.55 


.60 


.58 


.05 


.06i 


.06* 


.66 


.70 


.68 


1.161 


L30 


L25 


.45 


.50 


.49 


.30 


.35 


.32 


.62* 


.66f 


.65 


LIO 


1.15 


L12 


2.00 


2.15 


2.05 



6. 



2.00 

1.05 

.55 

.06 

.65 

1.15 

.45 

.30 

.60 

LIO 

2.00 



L90 

LIO 
.60 
.06* 
.66 

1.161 
.50 
.35 
.66§ 

1.15 

2.10 



7. 


8. 


2.05 


2.00 


1.10 ' 


L05 


.58 


.57* 


.06 


.05 


.70 


.66 


1.25 


L15 


.49 


.45 


.33* 


.35 


.65 


.62 


LIO 


L15 


2.05 


2.00 



L95 
LIO 

.55 

.06 

.65 
L16t 

.48 

.32 

.65 
LIO 
2.05 



10. 



2.05 

1.15 
.60 
.06i 
.70 

1.25 
.50 
.33i 
.65 

1.15 

2.15 



SELLING PRICE LISTS FOR SEPTEMBER AND OCTOBER. 



Axminster 



Body Brussels. 



Ingrain 



Lining 



Linoleum. 



Moquette 



Matting, Cocoa 

Oil Cloth 



Tapestry Brussels 

Velvet 

Wilton 



List No. 1. 



2.50 yd. 
1.35 yd. 

.75 yd. 

.10 yd. 

. 90 yd. 
1.50 yd. 

.60 yd. 

.50 yd. 

.90 yd. 
1.37* yd. 
2.65 yd. 



2. 


3. 


4. 


5. 


6. 


7. 


8. 


9. 


2.40 


2.55 


2.45 


2.40 


2.35 


2.40 


2.50 


2.55 


1.30 


1.40 


1.33* 


1.35 


1.30 


1.33* 


1.40 


1.35 


.72 


.75 


.73 


.75 


.70 


.72 


.73 


.75 


.08 


.09 


.08 


.09 


.08 


.09 


.10 


.09 


.85 


•.87* 


.86 


.85 


.80 


.85 


.90 


.87* 


1.40 


L55 


1.45 


1.50 


1.40 


1.45 


L55 


1.50 


.55 


.58 


.56 


.58 


.55 


.56 


.58 


.60 


.47 


.50 


.48 


.50 


.45 


.47 


.50 


.48 


.85 


.92 


.87* 


.90 


.85 


.87* 


.90 


.87* 


L25 


1.35 


1.30 


1.35 


L25 


L30 


1.35 


L30 


2.50 


2.60 


2.55 


2.50 


2.40 


2.50 


2.55 


2.00 



10. 



2.45 
L30 



.72 



.08 
.80 



1.40 



.55 



.45 

.85 



1.25 



2.40 



NoTB TO Student. — Apply to tbe teacher for the number of the Price List which you are to use in this set, and 
then prepare a Price List sheet as instructed in note on page 45. 



72 THBOEBTIOAL AND PEAOTIOAL BOOK-KEEPING. 

MEMORANDA OF TRANSACTIONS FOR SEPTEMBER. 

1. Student and Wm. T. Howard have this day formed a co-partnership^ under the firm name of 

Student & Co.^ for the purpose of conducting a Carpet business. The partners are to invest 
equal amounts^ and share equally in gains and losses. In consideration of extra services, Student 
is to be paid by the firm a salary of one hundred dollars per month. {Make a memorandum of 
the above in your Journal.) 

" Student and Wm. T. Howard have each paid in 1500.00, cash, the amount to be invested as 
stipulated in the co-pai*tner8hip articles this day executed. (Make these entries on the left side 
of the Cash Book, which debits cash and credits Student and Wm, T, Howard, SSe pages 76 
and 77.) 

KoTB TO Stttdent. — In opening yonxr Gash Book, leave the flnt page blank and commence on the second pa^, so 
that the receipts and disbursements will appear on opposite pages. 

2. Bought of Howe & Rogers, New York, on % 500 yds. Moquette; 500 yds. Body Brussels; 1000 

yds. Ingrain; 1000 yds. Matting; 2000 yds. Lining. (/.) 

3. Sold H. W. Smith, on ^, 200 yds. Body Brussels; 100 yds. Moquette; 400 yds. Lining. (J.) 

4. Paid Howe & Bogers cash, to apply on ^, 600.00. {Make this entry on the right side of the Cash 

Book, which credits Cash and debits Howe <& Rogers, See Cash Book on pages 76 and 77.) 

6. Bought of Jas. Beed & Co., Boston, on ^, 500 yds. Tapestry Brussels; 400 yds. Axminster; 300 
yds. Wilton; 500 yds. Oil Cloth; 500 yds. Linoleum. (/.) 

6. Received cash of H. W. Smith, on % 200.00. {Make this eiitry on the left side of the Cash Book.) 

8. Sold Geo. R. Strong, on <^, 200 yds. Tapestry Brussels; 100 yds. Axminster; 100 yds. Wilton; 

200 yds. Oil Cloth. {J.) 

9. Received of H. W. Smith, on ^, his note at 10 days, payable at Traders Bank, 200.00. {J. and 

Bill Book. See form of Bill Book oiipage 76; also, 9-16 on page 70.) 

10. Paid Scran tom & Co.'s bill for Office Books, in cash, 25.00. {Make the entry on the right side of 

the Cash Book, which credits Cash and debits Expense.) 

11. Gave Howe & Rogers our note at 20 days, payable at our office, to apply on fjfe, 500.00. {J, and 

B, B.) 

12. Received cash of Geo. R. Strong, on % 200.00. {C, B.) 

13. Sold Perry & Powers, on <^, 100 yds. Moquette; 200 yds. Matting; 100 yds. Tapestry Brussels; 

100 yds. Linoleum. (/.) 

16. Paid Jas. Reed & Co. cash, on % 200.00. {C. B.) 

16. Sold Wm. Graves, on his note at 10 days, payable at Farmers Bank, with interest, 100 yds, 

Axminster; 100 yds. Body Brussels; 100 yds. Tapesti'y Brussels. {/. and B. B.) 

17. Wm. T. Howard drew cash from the business for private use, 60.00. {C. B.) 

18. Sold for cash, 100 yds. Matting; 50 yds. Oil Cloth. {Make entry on left side of the Cash Book, 

which debits Cash and credits Merchandise. ) 

19. Accepted Jas. Reed & Co.'s (Boston) draft on us, favor 0. D. Harris, at 3 days' sight, payable at 

our office, to apply on % 1200.00. {J, and B. B.) 

20. Received cash of Geo. R. Strong, on <^, 100.00. 

" Sold Gardner & Son 100 yds. Tapestry Brussels; 300 yds. Matting; 200 yds. Linoleum. Received 
cash, 75.00. Balance on <^. {Debit Gardner <& Son with the full amount of the invoice in the 
Journal and credit them in the Cash Book for the amount paid.) 

32. Received cash of H. W. Smith, for his note of 9th inst., due to-day, 200.00. {C, B, Mark 
the note paid in B, B.) 

23. Bought of Howe & Rogers, on ^, 400 yds. Body Brussels; 300 yds. Moquette; 200 yds. Velvet; 

300 yds. Wilton; 200 yds. Axminster. 

24. Paid cash for Coal, for use in store, 16.00. 

24. Sold Geo. R. Strong, on % 300 yds. Ingrain; 200 yds. Moquette; 100 yds. Wilton. 



THEOBEnCAL AND PRACTICAL BOOK-KEEPING. 7S 

MEMORANDA OF TRANSACTIONS FOR SEPTEMBER (Continued). 
26. Paid our acceptance of 19th inst., favor 0. D. Harris, due to-day, in cash. (C J5.) 

26. Received of Perry & Powers, their note at 60 days, indorsed hy Henry T. French, payable at 

Fourth National Bank, in full for invoice of the 13th inst. 

27. Paid Howe & Eogers cash, on % 500.00. 

*' Sold H. W. Smith, 400 yds. Moquette; 200 yds. Body Brussels; 200 yds. linoleum. Beceivod 
cash, 400. 00. Balance on ^. 

29. Received cash of Wm. Graves, for his note of 16th inst., due to-day, and 13 days* interest ob 

the same. 

30. Gave Jas. Reed & Co. our note at 16 days, with interest, payable at our office, to apply on ^, 300.00l 
*' Paid Student his salary for extra services for the month in cash, 100.00. {Debit Expense.) 

INVENTORIES, SEPTEMBER 30. 18-. 

Resource. 

400 yds. Axminster, 400 yds. Matting, 

400 " Body Brussels, 260 " Oil Cloth, 

700 " Ingrain, 200 '' Velvet, 

1600 " Lining, 400 " Wilton. 



MERCHANDISE. 4 



Liability. 
EXPENSE. — Rent unpaid for month of September, 100.00. 

You will now balance your Gash Book {see Cash Booh illustrcUions on pages 76 and 77) and post. 

Post from the Journal, as heretofore, entering the explanations in the Ledger accounts, using for 
explanation the opposite title in the Journal entry, when there is but one, and the expression ^^ Sundries'^ 
when there is more than one, as illustrated on pages 76 and 77. Check the posting in the Journal and 
Cash Book, by using the Ledger page. Give Merchandise, Bills Receivable, and Bills Payable, each 
one-half of a page space; all other accounts, one-fourth of a page each. 

In posting from the Gash Book, credit all items on the left side to the various accounts to which 
they belong, and debit Cash account with the footing of these items. To illustrate: Credit Student^ 
credit Wm. T. Howard, credit H. W. Smith, and so on until all of the items on the left side of the 
Cash Book have been credited; then debit Cash account with the footing of all these items. Next debit 
all items on the right side of the Cash Book, and credit Cash with the footing of these items. To 
illustrate: Debit Howe & Rogers, debit Expense, debit Jas. Reed & Co., and so on until all the itemB 
on this side have been debited; then credit Cash account with the total of these items. As will readily 
be seen, the equality of the sides of the Ledger is thus preserved. The entries should be posted from 
the Journal and Cash Book in the order of the dates, to have them appear in the proper order in the 
Ledger. 

After completing the posting, make a balance sheet and close the accounts showing losses and gains. 

Your net gain should agree with the result given below, under the price list number corresponding to 

your own. 

lACT rL\h} { ^0' ^- No. 2. No. 3, No. 4. No. 6. No. 6. No. 7, No. 8. No. 9, No. 10. 
NLI bAIN. 1^18.69 645.66 631.73 673.18 82L01 460.32 616.33 908.04 79L70 338.16 



MEMORANDA OF TRANSACTIONS FOR OCTOBER. 

1. Wm. T. Howard has withdrawn from the business. Gave him in full payment my note at 2 mos.> 

indorsed by C. TS. Benton, for his interest in the business as shown by his present worth. 

2. Sold Samuel Beach, on his note at 10 days, with interest, payable at Merchants' Bank, 200 yds. 

Body Brussels; 100 yds. Axminster; 100 yds. Velvet; 600 yds. Lining. 

3. Received cash of H. W. Smith, on % 300.00 



74 THEORETICAL AND PRACTICAL BOOK-KEEPING. 

MEMORANDA OF TRANSACTIONS FOR OCTOBER (Continued). 

4. Paid note^ favor Howe & Rogers, due to-day, in cash. 

'* Bought of Jas. Eeed & Co., 400 yds. Tapestry; 300yds. Moquette; 400 yds. Linoleum. Paid 
cash on above, 300.00. Balance on ^, 

Credit Jas. Reed & Co. in Journal for full amount, and debit them in Cash Book for the cash paid 

6. Gave Howe & Rogers, my note at 45 days, to apply on <^, 600.00. 

7. Sold H. W. Smith, on % 100 yds. Moquette ; 300 yds. Ingrain ; 500 yds. Lining. 

8. Perry & Powers prepaid their note of 26th ult., in cash, less discount to maturity, 51 days. 

NoTB.— On the Irft side of the CBsSk Book credit Bills Receivable, which debits Cash, and on the right side of the 
Cash Book debit Discount, which credits Cash; this leaves the net debit to Cash the difference between the two amounts, 
the same as though made In the (udinary Journal entry form. 

9. Received of Geo. R. Strong, his note at 60 days, payable at City Bank, in full of ^. 

" Took out a Policy of Insurance on Stock, 2500.00. Paid premium on same, in cash, 50.00. 

10. Received cash of Gardner & Son, on ^, 200.00. 

11. Sold Perry & Powers, on ^, 200 yds. Tapestry Brussels ; 100 yds. Axminater ; 200 yds. Wilton ; 

150 yds. Oil Cloth. 

14. Bought of Clark, Medford & Co., Philadelphia, on % 300 yds. Velvet; 600 yds. Body Brussels. 

15. Received cash of Samuel Beach, for his note and interest, due to-day. 

16. Paid Howe & Rogers, cash, on % 800.00. 

17. Received of H. W. Smith, his note at 10 days', payable at Traders Bank, to apply on <^, 300.00. 

18. Paid my note, favor Jas. Reed & Co., due to-day, and interest on same, in cash. 
" Paid rent of store for September and October, in cash, 200.00. 

20. Accepted Jas. Reed & Co.'s draft at 3 days' sight, favor 0. D. Harris, to apply on ^, 500.00. 

21. Sold Richmond & Bro., on ^, 300 yds. Body Brussels ; 200 yds. Ingrain ; 200 yds. Matting. 

22. Received cash of Gardner & Son, on ^, 100.00. 

24. Geo. R Strong prepaid his note of 9th inst., in cash, less discount. 
*' Sold for cash 100 yds. Body Brussels. 

25. Bought of Jas. Reed & Co., on fljfe, 200 yds. Axminster ; 500 yds. Tapestry Brussels. 

26. Paid acceptance, favor 0. D. Harris, due to-day, in cash. 

28. Received of Richmond & Bro. (Springville), to apply on <5fe, their draft in my favor, at 30 days' 

sight, on Chas. T. Webber, which he has accepted, payable at Corning & Co.'s Bank, 300.00. 

29. Sold Gardner & Son, on % 150 yds. Velvet ; 100 yds. Wilton ; 50 yds. Matting. 
" Paid Clark, Medford & Co., caah on % 600.00. 

30. Prepaid my note 6th inst., favor Howe & Rogers, in cash, less discount. 
** Received cash of H. W. Smith, for his note, due to-day. 

81. Paid Employes' salaries in cash, 100.00. 

" Store and contents were last night entirely destroyed by fire. Received cash from the Insurance 
Co., for the full amount of insurance on stock, 2500.00. {Credit Mdse.) 

You will now balance your Cash Book, and post as instructed on page 73. 

After completing the posting make a balance sheet and close the Ledger. Your net gain, or net 
loss, should agree with the result given below, under the price list number corresponding to your own. 

I^P-P p AIM j ^0, i. No. f. No. 5. No. 8. No. 9. j No, S. No. 4. No. 6. No. 7. No. 10. 

iMti VaAm.-jj^g^ g3 3y \h^.Z^ 159,17 87.67 ^^^ '"^^^- 1 162.53 7L96 213.32 146.62 361.26 

After completing the work of closing the Ledger hand your books to the teacher for approval. 
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STUDENT. 









189- 

Sept. 

i 


1 



Cash, 



2 



1000 



WM. T. HOWARD. 



189- 
Sept. 




60 



189- 
Sept. 



Cash, 



2 



1000 



MERCHANDISE. 



189- 
Sept. 



2 
5 



Howe & Rogers, 
James Reed & Co., 









189- 




1 


1030 




Sept. 


3 


1 


700 




j 





H. W. Smith, 



300 



189- 
Sept. 



HOWE & ROGERS. 



Cash, 



100 



i 189- 
Sept. 



Mdse. 



1030 



76 
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H. W. SMITH. 


189- 
Sept. 


3 


Hdse. 


1 


300 




189- 
Sept. 


6 
9 


1 

Cash, 
Bills Bee. 

• 


2 

1 


150 
150 

1 




EXPENSE. 


189- 
Sept. 


10 


Cash, 


3 


25 




















BILLS RECEIVABLE 


• 






189- 
Sept. 


9 


H. W. Smith, 


1 


150 




189- 
Sept. 


22 


Cash, 


2 


150 








CASH. 






• 


189- 
Sept. 


30 


Sundries, 


2 


3030 


54 


189- 
Sept. 


30 


Sundries, 


3 


1520 
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NOVEMBER AJSTD DECEMBER. 



' The design of this set is to illustrate the keeping of a Sales Book and Check Book, in addition to 
the books employed in the previous set, and also to give the pupil practice in writing a variety of 
papers and forms required in business transactions. 

'The Sal^S Book is kept as a principal book, all sales of Merchandise being entered only in this 
book. ' In posting from the Sales Book, each person whose name appears in it is debited with the 
amount of his invoice, and * at the end of the month. Merchandise account is credited with the total 
sales for the month. 

^ In the Check Book all transactions with the bank are recorded. ' Entries are also made in the 
Cash Book for these transactions, as heretofore. 

*Two forms for keeping the Check Book are illustrated m this set. 'In the first fomn the 
deposits are entered on the left hand page of the stub, and the checks on the right hand page. The 
footings of the pages are carried forward to the end of the week or month, or until such time as the 
Pass Book is written up by the bank, when the balance is proved and the true balance carried forward. 
• In the second form all of the entries are made on the right hand page of the stub, the deposits as they 
are made being added to, and the checks as they are drawn being subtracted from, the previous balance 
in bank. " Each of the above forms possesses certain advantages over the other, " but for an extensive 
business in which a large number of checks are drawn and frequent deposits made, the first form is 
preferred. " In this set the first form is recommended. 

In addition to making the entries for the transactions in the books, all of the business papers, 
such as invoices, letters, telegrams, notes, checks, deposit tickets, drafts, receipts, orders, etc., are to 
be written by the pupil, as he comes to them in the memoranda, and before making the entries in the 
books. Specimens of these forms will be found on the last pages of the text-book. 



Note to thb Tbacheb. — In addition to writing the business papers and forms as outlined above, the practioe 
work of this set may be rendered more interesting and valuable by employing imitation money and actually perfonning 
the business called for in the memoranda, more or less in detail as time and circumstances will permit. 

To accomplish this it is only necessary that the teacher, or some one selected to act for him, represent the other par> 
ties to the transactions, receiving the money, papers, etc., which are presented by the pupils. 

The pupil should be required to write all of the papers, those belonging to other parties as well as his own. It is 
desirable that the papers be written and handed in for each transaction as it is reached in the work, but this requirement 
may, of coiurse, be varied to suit the convenience of the teacher. 

In case the teacher receives the papers, etc., and bis time is limited, it will relieve him materially to have the pupil 
not only write all papers for other parties, but affix their signatures as well, where signatures are required. That the 
pupil may not get a wrong impression regarding this act, it should be explained to him that he does it simply to relieve 
the teacher of this particular work, and that he could not, of course, affix such signatures if the transactions were real 
and the papers hona fide. 

No books need be kept representing the other parties, unless it is so desired, the teacher simply receiving the money, 
papers and other documents, and examining them with reference to accuracy, correctness of form, penmanship, neatness^ 
etc., making such criticisms and suggestions as may be needed. 

The directions given in connection with the memoranda are based upon the practice work suggested above being 
carried out. The extent to which this shall be done or the manner of doing it may be regulated entirely by the teacher. 

If it be desired to work the set by theory only, the same as in preceding sets, so much of the instructions given in 
connection with the memoranda as relate to transacting the business will of course be disregarded. 

(78) 
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BUYING PRICE LISTS FOR NOVEMBER AND DECEMBER. 



Adz Eye Hammers, 

Blacksmiths' Drills, 

Babbit Metal, _ . . - 

Barn Door Hangers, 

Cut Nails, 8d., 100 lb. keg. 

Cast Steel Axes, 

Carpet Stretchers, 

Copying Presses, 

Grindstones, 

Hand Saws, 26 in., 

Ice Cream Freezers, 

Jack Planes, 

Knives and Forks, 

Mortise Locks, 

Porcelain Knobs, 

Plain Galv'd Coal Hods,-. 

Ratchet Braces, 

Rail Road Picks, 8 lb.,... 

Strap Hinges, 8 in., 

Steelyards, 

Trjr Squares, 8 in., 

Universal Clothes Wringers 

Wrought Wrenches, 

Washers, i in., 



No. 1. 



4. 75 doz. 

6.00 each 
.12ilb. 

2.00 pr. 
.03i lb. 
10.00 doz. 

2.25 doz. 

4.50 each 

1.50 each 
15.00 doz. 

4.00 each 

6.00 doz. 

4.00 doz. 

2.25 doz. 

.75 doz. 

10.00 doz. 

8. 75 doz. 

6.50 doz. 

3.00dz.pr. 

6.50 doz. 

3.60 doz. 

4.00 each 
11.50 doz. 
.06 lb. 



^. 


3. 


4. 


5. 


6. 


7. 


8. 


9. 


4.60 


4.55 


4.65 


4.50 


4.60 


4.55 


4.75 


4.60 


5.00 


5.25 


4.90 


5.00 


4.90 


4.95 


4.90 


6.00 


.12 


.12i 


.11 


.12 


.Hi 


.12i 


.12 


.11 


1.90 


1.75 


1.80 


1.90 


1.75 


2.00 


1.80 


1.75 


.03 


.03i 


.03i 


.04 


.03i 


.03i 


.03i 


.03 


9.00 


9.25 


9.00 


9.50 


9.00 


9.25 


9.60 


10.00 


2.10 


2.00 


2.05 


2.50 


2.25 


2.00 


2.20 


2.25 


4.00 


3.90 


3.95 


4.00 


4.25 


3.90 


3.95 


4.00 


1.40 


1.50 


1.40 


1.35 


1.45 


1.50 


1.40 


1.46 


14.00 


13.50 


14.25 


14.00 


13.25 


13.50 


14.00 


14.60 


3.75 


3.60 


3.50 


3.60 


3.75 


4.00 


3.60 


3.76 


5.00 


4.90 


4.85 


4.76 


4.80 


4.90 


6.00 


4.96 


4.00 


3.80 


3.90 


3.75 


3.90 


3.85 


4.00 


3.76 


2.10 


2.00 


2.05 


2.00 


2.05 


2.10 


2.25 


2.10 


.75 


.70 


.75 


.65 


.70 


.75 


.70 


.76 


9.50 


10.00 


10.25 


9.75 


10.00 


9.50 


9.26 


9.76 


8.50 


8.10 


8.50 


8.25 


8.60 


8.75 


8.50 


8.26 


6.25 


6.20 


6.25 


6.00 


6.25 


6.20 


6.50 


6.20 


2.90 


2.75 


3.00 


2.75 


2.90 


3.00 


2.76 


2.80 


6.40 


6.35 


6.40 


6.30 


6.40 


6.35 


6.60 


6.40 


3.25 


3.00 


3.25 


3.00 


3.60 


3.26 


3.60 


3.00 


4.25 


4.00 


4.10 


4.00 


4.25 


4.10 


4.60 


4.26 


11.25 


10.00 


10.50 


10.00 


10.25 


10.75 


11.00 


11.26 


.05 


.04i 


.05i 


.05 


.05^ 


.06 


.06i 


.05i 



10. 



4.60 
6.26 

.114 
1.90 

.04 
9.26 
2.10 
3.90 
1.36 
16.00 
3.50 
4.80 
3.90 
2.05 

.70 
9.60 
8.60 
6.60 
2.90 
6.46 
3.25 
4.50 
11.00 

.06 



SELLING PRICE LISTS FOR NOVEMBER AND DECEMBER. 



Adz Eye Hammers, 

Blacksmiths' Drills, 

Babbit Metal, 

Bam Door Hangers, 

Cut Nails, 8d., 100 lb. keg, 

Cast Steel Axes, 

Carpet Stretchers, 

Copying Presses, 

Ormdstones, 

Hand Saws, 26 in., 

Ice Cream Freezers, 

Jack Planes, 

Knives and Forks, 

Mortise Locks, 

Porcelain Knobs, 

Plain Galv'd Coal Hods, . . 

Ratchet Braces, 

Rail Road Picks, 8 lb.,... 

Strap Hinges, 8 in., 

Steelyards, 

Try Squares, 8 in. , 

Universal Clothes Wringers 

Wrought Wrenches, 

Washers, i in., 



JVb. 1. 



5.75 doz. 
6.00 ea<jh 

.161b. 

2.60 pr. 

.04 lb. 

12.60 doz. 

3.00 doz. 

6.60 each 

2.26 each 
18.00 doz. 

6.00 each 

6.00 doz. 

6- 00 doz. 

3.00 doz. 

1.26 doz. 
12.50 doz. 
10.75 doz. 

9.00 doz. 

4.50dz.pr. 

8,50 doz. 

4. 76 doz. 
6.50 each 

14.75 doz. 
.07i lb. 



2. 


3. 


4. 


5. 


6. 


7. 


8. 


9. 


5.75 


5.70 


5.76 


6.60 


5.66 


5.60 


6.60 


6.60 


6.25 


6.10 


5.80 


6.90 


6.76 


5.80 


6.75 


5.90 


.15 


.161 


.14 


.14i 


.14 


.16 


.14 


.134 


2.50 


2.33i 


2.26 


2.35 


2.20 


2.46 


2.25 


2.10 


.04i 


.04* 


.04 


.06 


.044 


.05 


.06 


.04 


12.:^6 


11.75 


11.50 


12.00 


11.60 


11.76 


12.00 


12.60 


3.10 


3.26 


2.75 


3.00 


2.90 


2.75 


2.95 


3.00 


6.25 


5.00 


4.76 


4.80 


5.00 


4.80 


4.85 


4.76 


2.25 


2.00 


2.10 


2.00 


2.15 


2.26 


2.15 


2.20 


18.00 


17.00 


17.50 


17.00 


16.76 


16.86 


17.00 


17.25 


6.00 


4.76 


4.50 


4.60 


4.76 


4.95 


4.60 


4.70 


6.26 


5.76 


6.70 


6.60 


6.76 


6.86 


6.76 


5.60 


5.26 


5.20 


4.80 


4.75 


4.85 


4.80 


4.90 


4.76 


3.00 


2.76 


2.70 


2.65 


2.70 


2.75 


2.85 


2.70 


1.30 


1.26 


1.20 


1.15 


1.20 


1.25 


1.20 


1.26 


12.26 


12.00 


12.60 


11.76 


12.25 


11.60 


11.00 


12.00 


10.76 


10.10 


10.60 


10.25 


10.50 


10.75 


10.60 


10.75 


9.00 


8.75 


8.80 


8.50 


8.75 


8.70 


8.66 


8.50 


4.60 


4.00 


4.26 


4.00 


4.25 


4.60 


4.25 


4.30 


8.60 


8.25 


8.40 


8.36 


8.40 


8.25 


8.45 


8.30 


4.76 


4.30 


4.60 


4.26 


4.76 


4.50 


4.75 


4.25 


5.75 


5.00 


5.50 


6.40 


6.65 


6.50 


6.76 


6.50 


14.75 


13.60 


13.76 


13.60 


13.25 


14.00 


14.25 


14.50 


,07i 


.06i 


.07 


.064 


.07 


.07 


.074 


.07 



10. 



6.40 

6.00 

.14 

2.30 

.05 

11.75 
3.15 
4.40 
2.10 

18.00 
4.26 
6.40 
4.80 
2.66 
1.15 

11.75 

10.50 
8.75 
4.40 
8.35 
4.50 
6.75 

14.00 
.074 
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MEMORANDA OF TRANSACTIONS FOR NOVEMBER. 

!• Student and Geo. D. Whitney have this day formed a co-partnership, under the firm name of 
Student & Co., and have leased of H. N. Smith the store No. 1466 Main Street, at 1200.00 per 
year, rent payable monthly in advance, for the purpose of carrying on the Hardware business. 
Articles of co-partnership made and executed this day provide as follows : The capital of the firm 
shall be 10000.00, of which amount each partner shall invest one-half. Each partner shall 
devote his entire time to the business. Neither partner shall engage in other business. Neither 
partner shall endorse or become surety for others. Neither partner shall withdraw from the 
business to exceed in amount his share of the profits for the year. The gains and losses of the 
business shall be shared equally. 

Note. — A lease, and articles of co-partnership, may be drawn up by the pupil at the discretion of the teacher. 
For general form of Lease and Articles of Go-partnership, see Commercial Law. 

The firm's resources and liabilities are as follows : 

RESOURCES. 

Cash paid in, 4000.00 

Enter the above in the Cash Book, and credit each partner for one-half the amount. 

Geo. B. Gordon, City, on account, , _ 1600.00 

Carter & Weeks, Plainfield, on account, 2500.00 

A. G. Steele & Co., City, on account, 954.50 

Sewell & Clark, Greenville, on account, 1050.75 

Wm. Peet, City, on account, 800.00 

French & French, Oakland, on account, 375.25 

The Grover Mfg. Co., North Bend, on account, 1625.60 

LIABILITIES. 

Swift, Ennis & Co., City, on account, 918.76 

A. B. Smith, Centralia, on account, 411.51 

Wells & Gardner, City, on account, 575.84 

D. B. Pond & Bro., Chicago, on account, 1000.00 

Jlnter the above in the Journal Make the entry in the Journal according to the second form explained in Remark 
1 on page 65. 

Iteceive cash from the teacher for the amount of the cash investment. 

You may, in this set, post the transactions at the end of each day's business. In opening personal accounts, give 
the place of residence ; the State will be added by the pupil. The initials of the book from which the 
entry is posted are to be used in the Ledger instead of a complete explanation. Thus, if the entry comes from 
the Sales Book, enter in the explanation column, S. B. ; if from the Cash Book, C. B. ; and if from the Journal, 
J. This plan will materially shorten the work of posting, and generally meet all requirements. 

Oive Merchandise, Expense, Interest and Discount, Collection and Exchange, Bills Rec. and Bills Pay. each one- 
half page space, and all other accounts each one-fourth of a page space. 

Open an account at Flour City Bank, and deposit cash, 2000.00. ( Ck, B. ) 

Write a deposit ticket (see form, page 88). Enter the deposit on left side of stub in the Ck. B. (see form, page 

87). 
Take the money, deposit ticket and your pass book to the bank (or teacher) and receive credit. 

Buy of Hemingway & Selden, City, on account, 60 da., 2^ 10 da., 20 doz. C. S. Axes ; 1000 lbs. 
B. Metal ; 4 doz. Hand Saws ; 5 doz. W. Wrenches ; 10 I. C. Freezers ; 6 doz. Steelyards ; 20 
doz. Pore. Knobs ; 20 doz. Knives and Forks ; 10 TJ. C. Wringers ; 200 lbs. Washers ; 10 doz. 
Adz Eye Hammers. {J.) 

Make an invoice of above and submit it to the teacher for approval. After making the entry, fold and file the 
invoice for reference and as a voucher. The items "need not necessarily be entered In the Jotirnal ; simply 
write in connection with the Journal entiy for explanation, " Invoice No. 1, Nov. 1, 189-." The terms of the 
Invoice are 60 days ; if paid within 10 days, 2% discount on the amount of the invoice will be allowed. 

Pay H. N. Smith one month's rent of store, in advance, by check ( C. B. and Ck. B. ). 

Write the check (see check book, page 87), and deliver it ; also write a receipt, which you will properly file and 
preserve as a voucher. 
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MEMORANDA OF TRANSACTIONS FOR NOVEMBER (Continued). 

Sell E. Langworthy, Marcellus, on acct., 10 days^ 2 doz. W. Wrenches ; 3 doz. A. E. Hammers; 

4 I. C. Freezers ; 2 doz. C. S. Axes ; 200 lbs. B. Metal ( S. B, ). 

Make entry in Sales Book (see form of S. B. page 88), and write and deliver the invoice. 

2. Sell Barber & Swift, Georgetown, on acct., 10 days, 1 doz. Hand Saws ; 5 doz. Kniyes and Forks; 

5 doz. Pore. Knobs ; 1 doz. Steelyards ; 100 lbs. B. Metal ; 4 U. C. Wringers. 

Proceed in same manner as with sale to E. Langworthy, 1st inst. It is not thought necessary to give directions for 
performing the practice work when the transaction is similar to those previously explained. 

Sell L. B. Mason, City, on acct., 10 days, 2 doz. A. E. Hammers; 2 doz. C. S. Axes; 3 I. 0. 

Freezers; 50 lbs. Washers. 
Buy of Briggs & Son, Office Safe, and pay for same by check on F. C. Bank, 225.00 (C. B. i§ 

CL B,). 

After making the proper entries ( open Office Fixtures acct ) deliver the check, and file the receipted bill of B. ft 
Son as a voucher. 

Order by telegraph of Pratt, Conway & Mills, Pittsburg, 200 kegs 8d. Cut Nails, to be shipped 
immediately by fast freight ( Meinorandum ). 

Write the telegram and hand it in. Limit the number of words in the message to ten, exclusive of address and 
signature. 

Give Wells & Gardner check to apply on account, 275.84 {C. B. d Ck. B,) 

Draw the check and hand it in. Take a receipt, and file as a voucher. 

Seceive of Wm. Peet, his check on Traders Bank to apply on account, 300.00 {C, B.) 

Write the check and give a receipt. 

Deposit in F. C. Bank 500.00 in currency, and Wm. Peet's check {Ck. B.) 

Make the deposit ticket, giving the items ; also enter the items on the st«b of Ck. B. (see form page 87). 

3. Eeceive by Commercial Freight Line from Hurt, Bliven & Mead, 494 and 496 Broadway, New 

York, goods as per invoice dated Kov. 1, 189-. Terms, 90 days, 2^ 30 days, 3^ 10 days, 25 doz. 
Carpet Stretchers ; 15 doz. Jack Planes ; 10 doz. K. R. Picks ; 10 doz. Try Squares ; 25 doz. 
Mortise Locks ; 15 Copying Presses ; 5 doz. Ratchet Braces ; 10 pr. B, D. Hangers ; 5 doz. 
P. G. Coal Hods. {J.)' 

See instructions under bill bought of Hemingway & Selden, 1st inst. 

Sell French & French, Oakland, on acct., 10 days, 2 pr. B. D. Hangers; 5 Copying Presses; 2 
doz. Jack Planes ; 5 doz. Mortise Locks ; 2 doz. R. R. Picks ; 3 doz. Try Squares ; 200 lbs. B. 
Metal. 

Pay J. B. Jones' bill for stationery supplied for office use in cash, 27.50 (C. B. Expense acct.)* 

Accept, payable at F. C. Bank, D. B. Pond & Bro.'s draft, dated Nov. 2, at 3 days' sight, favor 
Charles Green, 400.00 (/. £ B. B,) 

Write the draft, including acceptance, and, after making the proper entries, hand it in. 

Receive of G. B. Gordon, on acct., his check on Merchants Bank, 600.00. 

Sell E. Langworthy, 10 days, 2 doz. Ratchet Braces ; 5 doz. Carpet Stretchers ; 3 doz. R R. Picks ; 

2 doz. Try Squares ; 3 Copying Presses. 
Sell L. B. Mason, 10 days, 1 doz. Hand Saws ; 3 Copjdng Presses ; 5 doz. Knives and Forks. 

Rule and foot the Sales Book at the bottom of each page, and carry the footing forward. 

Receive of Carter & Weeks, on acct., their check on First National Bank of Plainfield, 500.00. 

Deposit Currency, 300.00 ; also the checks of Gordon and Carter & Weeks. Bank charges -^^ 
collection on C. & W's. check (C. B. d- Ck. B.). 

Deduct the collection on the check from the footing of the deposit ticket. Remember to copy the ticket on the 
left stub of Ck. B. (See form page 87.) Debit Collection in the C. B. 

5. Order of D. B. Pond & Bro., Chicago, to be shipped via C. N. Line, 100 Grindstones ; 50 Black- 
smiths' Drills ( Memorandum ). 

Write a letter ordering the above. Enclose it in an envelope properly directed and hand it in. No entry to b0 
made until goods are received. 
6w 
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MEMORANDA OF TRANSACTIONS FOR NOVEMBER (Continued). 

Beceive cash of Barber & Swift, in full of Invoice, 2nd inst. 

Sell Sewell & Clark, Greenville, on acct., 10 days, 2 doz. R R Picks ; 5 doz. Mortise Locks ; 5 
doz. C. S. Axes ; 3 pr. B. D. Hangers ; 6 doz. Pore. Knobs ; 6 doz. Knives and Forks ; 6 doz. 
Carpet Stretchers. 

Beceive of A. G. Steele & Co. their note at 60 days, payable at Merchants Bank, to apply on acct., 
600.00 {J. £ B. B.). 

Write the note and make the proper entries in J. & B. B. 

Give Hemingway & Selden a check in full of Invoice, 1st inst., less 2^ (C. B.) 

Debit H. & S. on right side of C. B. for the full amount of the Invoice, and credit Mdse. on the left side for the 
2% allowance. 

8. Receive the nails ordered of Pratt, Conway & Mills, 2nd inst. Invoice dated Nov, 2nd. Terms 

cash, in 10 days. 

Beceive cash of E. Langworthy, on acct., 50.00. 

Draw on Carter & Weeks, at sight, for 500.00, your favor, to apply on acct., and leave the draft 
at F. C. Bank for collection ( Memorandum). 

Write the draft, endorse it in blank, and hand it in. 

Sell Daniels & Baker, Cedar Grove, on acct., 10 days, 25 kegs Cut ^N^ails ; 3 doz. Jack Planes ; 3 
doz. C. S. Axes ; 5 doz. Mortise Locks ; 200 lbs. B. Metal. 

9. Your acceptance of 3rd inst., due to-day, has been presented at F. G. Bank, paid and charged to 

your account. (0. B. and Ck. B.) 

Enter the acceptance on the right-hand stub of the Ck. B. to be added in with the checks, thus crediting the benk 
the same as though a check had been drawn. 

Beceive of French & French their check on Farmers* Bank of Oakland on account, 375.25. 

Deposit Cash in F. C. Bank, 200.00. Also French & French's check. Bank charges ^^ collec- 
tion on the check. 

10. Beceive by Commercial Freight Line, from Hart, Bliven & Mead, goods as per Invoice dated 
Nov. 8, terms, 90 days, 2^ 30 days, 3^ 10 days, 25 doz. pairs Strap Hinges ; 10 TJ. C. Wringers ; 
10 doz. A. E. Hammers ; 5 doz. H. Saws ; 15 Copying Presses ; 10 doz. W. Wrenches ; 5 doz, 
Batchet Braces ; 20 doz. Knives and Forks ; 10 I. G. Freezers ; 20 pr. B.D. Hangers ; 10 doz* 
Steelyards ; 5 doz. C. S. Axes. 

Beceive of Grover Mfg. Co., to apply on acct., their draft for 1000.00, dated Nov. 8, at 16 days' 
sight, on Colton & Beese, this city, which they have accepted this day, payable at F. C. Bank*. 
Endorse the acceptance, and leave it at F. C. Bank for collection. 

12. Buy at F. C. Bank by check, at \^ exchange, a draft on Exchange Nat. Bank, New York, and 

remit the same to Hart, Bliven & Mead, in full of Invoice Mdse, received 3rd inst., less 3^, 
(C. B. and Ck. B.) 

For form of filling out this check, see Ck> No. 8, page 87. Write the draft, (see form on page 60) endorse it in 
full to H. B. & M., and write a letter, enclosing it to them. Debit H. B. & M. for full amount of Invoice ; 
credit Mdse. for the 8^ allowance ; debit Exchange for the bank's charges. 

13. Beceive of French & French, their check on Farmers Bank of Oakland for Invoice, 3rd inst. 
Beceive of L. B. Mason, his check on Traders Bank for Invoice, 3rd inst. 

Sell C. B. Shaf er, Gasport, 3 doz. C. S. Axes ; 2 doz. P. G. Coal Hods ; 3 doz. W. Wrenches ; 4 
doz. Batchet Braces; 2 doz. Jack Planes; 5 Copying Presses. Beceive cash, 75.00, balance 
on acct., 10 days. 

Deposit Currency, 100.00, also checks of French & French and L. B. Mason; bank deducts 
^^ for F. & F.'s check. 

15. Pay Hamilton & Groves' bill for Office Desk, by check, 100.00. 

Beceive the goods ordered of D. B. Pond & Bro., 5th inst. Invoice is dated Nov. 8, 30 days. 

Sell E. Langworthy, on acct., 10 days, 25 kegs Cut Nails ; 5 B. S. Drills ; 5 doz. pr. Strap Hinges ; 
2 doz. P. G. Coal Hods ; 50 lbs. Washers. 
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MEMORANDA OF TRANSACTIONS FOR NOVEMBER (Continued). 

Iteceiye of Sewell & Clark their check on First Nat. Bank of Greenville, in full for invoice of 6th 

inst. 
De*po8it in F. 0. Bank Sewell & Clark's check. Bank charges -^^ collection on the check. 

IV, Pay A. B.* Smith's sight draft on you, dated Nov. 15th, favor A. M. Purdy & Co., 200.00, by 
check. 

Receive credit at F. C. Bank, for the draft on Carter & Weeks, left for collection 8th inst., less 
bank's charges, i^. 

Take your pass-book and have the proceeds entered in it to your credit. 

18. Buy a draft on New York at F. C. Bank, by check, at \% exchange, and remit it to Pratt, C. & 
M., in full of Invoice of Mdse. received 8th inst. 

See instructions for remitting to Hart, B. & M., 12th inst. In this case, however, there is no discount allowed. 

Receive of Daniels & Baker, their check on Citizens Bank, Cedar Grove, for Invoice 8th inst. 

Sell Barber & Swift, for cash, 50 kegs Cut Nails. 

Debit B. ^ S. in S. B. and credit them in C. B. 

Deposit currency, $300.00, and Daniels & Baker's check. Bank charges, -^^ collection on the 
check. 

■ 

20. Geo. D. Whitney draws from the business for individual use, by check, 350.00. 

Charge this to " Geo. D. Whitney, Private Account/' and open such an account in the Ledger instead of posting it 
to his investment account. 

Remit Hart, Bliven & Mead a draft on New York for Invoice of goods received 10th inst., which 
you will buy at F. C. Bank by check. Exchange, :J:^. 

Follow the instructions given for remittance made them on the 12th inst The discount in this case is 2%, 

22. Discount, at F. C. Bank, A. G. Steele & Co.'s note, received 6th inst.; receive credit for the 

proceeds. {C. B, £ B, B.) 

Endorse the note in blank and receive credit for the proceeds in your pass book. Make proper memorandum in 
the B. B. 

23. Pay Wells & Gardner, cash in full of account. 

Sell French & French, on acct., 10 days, 5 B. S. Drills ; 10 Grindstones ; 6 doz. Pore. Knobs ; 3 
doz. W. Wrenches ; 2 doz. C. S. Axes ; 100 lbs. B. Metal ; 5 doz. A. E. Hammers ; 4 Copying 
Presses. 

25. Accept, payable at F. C. Bank, D. B. Pond & Brc's draft, dated Nov. 22, at 3 days' sight, favor 

Charles Green, 600.00. 

Pay Barton & Co.'s bill for coal for use of store, in cash, 50.00. 

26. Student takes from the stock for his individual use, to be charged to him at cost, 1 1. C. Freezer; 

1 doz. Knives and Forks ; 1 U. C. Wringer. (Debit Student, Private Account,) 

Make a statement of E. Langworthy's account. Write him a letter to the effect that the account 
is considerably overdue, and urge immediate payment. State that if not paid before Dec. 1st 
you will draw at sight for the balance due. 

28. Receive cash of A. G. Steele & Co. to balance account. 

Deposit cash in F. C. Bank, 400.00; also receive credit for the acceptance of Colton & Reese, 
left the 10th inst. for collection. 

This paper being payable in the city, the bank makes no charge for collection. 

29. Write a letter to Hart, B. & Mead, ordering the following goods to be shipped by Commercial F. F. 

Line : 10 doz. P. G. Coal Hods ; 5 doz. C. S. Axes ; 10 doz. Hand Saws ; 15 doz. Pore. Knobs ; 
10 doz. R. Braces ; 5 doz. R R. Picks ; 5 doz. Try Squares ; 5 doz. W. Wrenches ; 200 lbs. 
Washers. Inform H., B. & M. that many of the Coal Hods in the previous invoice were imper- 
fect, and request an allowance of 10.00. 

Pay freight bills for the month, in cash, 35.50. {Debit Mdse.) 

30. Pay salaries of Employees for the month, in cash, 100.00. 
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You will now balance the Cash Book and Check Book {see fomi of Ck, Bk, page 87), rule and 
foot the Sales Book, complete the postings and take a trial balance. Post the total footing of the 
Sales Book as instructed on page 78. Do not open a cash account in the Ledger, hut carry to the 
trial balance the difference between the sides of the Cash Book, that is, the cash balance. In taking 
the trial balance for this set, tise the differences of the accounts instead of the footings. 

Note to the Student. — After completing the posting, if it is desired, you can test the accuracy of your exten- 
sions of merchandise bought and sold by comparing the footings of your Merchandise account with the figures given 
below under the list number corresponding to your own. The upper amount is the total debit of merchandise and the 
lower amount the total credit of merchandise, for the month. 

DEBIT AND CREDIT FOOTINGS OF MERCHANDISE ACCOUNT. 

No, 1, No, S. No, S, No. 4, No, 6, No, 6. No, 7, No, 8. . No, 9. No. 10. 

2984.00 2861.65 2896.77 2924.6.5 3020.55 2938.40 2931.77 3008.58 2868.90 3066.70 
1711.66 1722.67 1715.97 1632.40 1731.88 1686.86 1750.95 1747 97 1649.40 1729.88 

You can also test the correctness of your Cash Book and Check Book entries, and the cash on hand, by comparing 
the balances of those books, and the cash on hand, with the amounts given below, under the list number corresponding 
to your own. The upper amount is the balance in bank ; the loioer amount is the cash on hand (in safe and m drawer), 
and the sum of the two amounts is the balance of cash, as shown by the difference between the sides of the Cash Book. 

CASH IN BANK AND ON HAND. 

No, 1. No. 2, No, S, No. 4. No, 5. No, 6. No, 7, No. 8. No. 9. ' No. 10, 

3939.13 4053.30 4039.01 3950.03 3882.91 3957.86 3989.08 3901.01 4019.76 3845.00 
561.25 570 00 585.67 558.40 607.45 583.50 608.85 609.45 557.55 609.60 

MEMORANDA OF TRANSACTIONS FOR DECEMBER. 

1. Eeceive of C. B. Shafer, his check on East Side Banking Co., City, to balance account. 

Your acceptance, due to-day, has been paid at F. C. Bank and charged to your account. 

Sell Daniels & Baker, at 10 days, 5 doz. Steelyards ; 10 Grindstones ; 2 doz. C. S. Axes ; 5 doz. 
M. Locks ; 5 U. G. Wringers. 

Receive cash of L. B. Mason, in full of account. 
Deposit cash, 300.00, and Shafer's check. 

Draw on E. Langworthy at sight, in full of his account as per statement and letter of advice of 
26 ult. 

Leave the draft for coUectioo. 

2. Eeceive a letter from Hart, Bliven & Mead, acknowledging receipt of your order of 29th ult., and 

stating that it will receive prompt attention ; they express regret that the Coal Hods were not 
satisfactory, and inform you that the reduction asked for has been allowed and the amount 
placed to your credit. 

Debit H., B. <& M., and credit Mdse. for the amount allowed. Write the above letter and present it to the teacher 
for approval. 

3. Receive of Sewell & Clark their note dated Nov. 15th, at 60 days, payable at First Nat. Bank, 

Greenville, in full of their account, to which amount they add 63 days' interest. 

Make the note to cover the balance of account and 63 days interest on that amount. 

Give H. N. Smith a check for one month's rent of store, in advance. 

Order by letter of Pratt, Conway & Mills, Pittsburg, to be shipped by freight, 100 kegs Cut Nails. 
( Memorandum. ) 

4. Receive the goods ordered of Hart, B. & M., 29th ult. Invoice dated Dec. 1st, 

terms, cash in 10 days. 

Sell Barber & Swift, at 10 days, 5 doz. C. S. Axes ; 10 doz. P. Knobs ; 100 lbs. Washers ; 4 doz. 
R. Braces ; 5 B. Drills. 

6. Sell L. B. Mason, at 10 days, 5 doz. Knives and Forks ; 10 kegs Cut Nails ; 50 lbs. B. Metal ; 3 
doz. R R. Picks ; 5 doz. pr. Strap Hinges ; 2 doz. A. E. Hammers. 

Receive of Wm. Peet his check on Traders Bank, to balance account; also receive of Geo. B. 
Gordon his check on Merchants Bank, to apply on account, 400.00. 
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MEMORANDA OF TRANSACTIONS FOR DECEMBER (Continued). 

Deposit the checks received of Wm. Peet and Geo. B. Gordon. 

Give Swift, Ennis & Co. your check to apply on account, 500.00. 

Receive cash of French & French in full of invoice, Nov. 23. 

8. Sell Oliver & Brayton, City, at 10 days, 3 Copying Presses, 2 doz. P. G. Coal Hods, 2 doz. Try 
Squares, 60 lbs. Washers, 3 doz. J. Planes, 2 U. C. Wringers. 

10. Accept, payable at F. C. Bank, D. B. Pond & Bro.'s draft at 30 days' sight, favor themselves, in 

full ot invoice of Nov. 15. 

Deposit cash in F. C. Bank, 260.00. 
Pay November gas bill, in cash, 6.25. 

11. Accept, payable at F. C. Bank, A. B. Smith's draft dated Dec. 8th, at five days' sight, favor John 

H. Boyd, in full of account. 

Receive, via P. & W. R. R., from Pratt, Conway & Mills, 100 kegs Cut Nails. Invoice is dated 
Dec. 6th, at 10 days. 

Receive cash of Geo. B. Gordon, on account, 200.00. 

13. Receive credit at F. C. Bank for draft on £. Langworthy, left 1st instant, less charges for 
collection, i^. 

Receive of Daniels & Baker, their check on Citizens Bank, Cedar Grove, in full of invoice, 1st inst. 
Deposit cash, 200.00, and Daniels & Baker's check. Bank charges, collection on check, -j^^- 

Buy a New York draft at F. C. Bank, by check, at ^^ exchange, and remit to Hart, B. & M., 
in full of invoice received 4th inst., less amount charged to their account for allowance on 
Goal Hods. 
15. Receive cash of Barber & Swift, in full of their invoice of 4th inst. 

18. Sell Sewell & Clark, at 10 days, 5 doz. R. Braces ; 5 doz. Knives and Forks ; 50 lbs. Washers ; 

3 Copying Presses ; 25 kegs Cut Nails ; 3 B. Drills ; 10 Grindstones ; 5 doz. pr. Strap Hinges. 

Receive cash of L. B. Mason, in full of invoice of 6th inst. 

Sell A. G. Steele & Co., City, 5 doz. P. Knobs ; 5 doz. C. Stretchers ; 10 pr. B. D. Hangers ; 3 I. 
C. Freezers ; 5 doz. W. Wrenches. Receive cash, 50.00 ; balance on account, 10 days. 

19. Your acceptance favor J. H. Boyd, due to-day, has been paid and charged to your account at 

F. C. Bank. 

20. Receive cash of Oliver & Brayton, in full of invoice 8th inst. 
Deposit cash in F. C. Bank, 300.00. 

^ Student draws from the business for his individual use, by check on F. C. Bank, 300.00. 

21. Buy of Hemingway & Selden, 60 days, 2^ 10 days, 10 doz. Hand Saws ; 10 doz. W. Wrenches ; 5 

doz. C. S. Axes ; 10 doz. Knives and Forks ; 20 doz. M. Locks. 

23. Draw on Carter & Weeks at sight, for 500.00 in your favor, and leave the draft for collection. 

24. Discount at F. C. Bank, Sewell & Clark's note received 3rd inst., and have the proceeds placed to 

your credit. The bank charges i^ collection in addition to the discount. 

The collection, as well as the discount, is compated on the face of the paper. 

Pay Pratt, Conway & Mills' sight draft on you for invoice received 11th inst., by check on P. C. 
Bank. 

26. Pay Freight Bills for the month, in cash, 21.60. 

27. Sell E. Langwgrthy, at 10 days, 5 doz. pr. S. Hinges ; 5 doz. W. Wrenches ; 10 doz. M. Locks ; 5 

pr. B. D. Hangers ; 5 doz. J. Planes ; 1 Copying Press ; 5 doz. C. Stretchers ; 50 lbs. Washers. 

Receive oi Carter & Weeks their note dated Dec. 24th, at 30 days, payable at First Nat. Bank, 
Plainfield, to balance account, 1000.00. 

28. Receive cash of A. G. Steele & Co. for balance due on invoice 18th inst. 

29. Receive credit at F. C. Bank for draft on Carter & Weeks, left 23d inst., less collection, i^. 

30. Give Hemingway & Selden check in full of invoice 21st inst,, less 2^. 
Pay salaries of Employees for the month, in cash, 100.00. 
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MEMORANDA OF TRANSACTIONS FOR DECEMBER (Continued). 
Beceive Sewell & Clark's check on First Nat Bank of Greenville, m full lor invoice oi 18th inst. 
Deposit Sewell & C.'s check and all the cash on hand. Bank charges, -j^^ collection on the check. 
Leave your pass book to be written up 

31. The bank returns your pass book written up and balanced. On proving same with your check 
book, you find the balances to agree, allowing for the check given H. & S., 30th inst., which 
was not in when the pass book was balanced. 

Close Student, Private Account, and Geo. D. Whitney, Private Account, into Student account and 
Geo. D. Whitney account. 

INVENTORIES, DEC. 31, 18-. 



8 doz A. E. Hammers, 
32 B. Drills, 
150 lb. B. Metal, 

10 pr. B. D. Hangers, 

.165 kg. (16500 lb.) Cut Nails, 

11 doz. C. S. Axes, 

5 doz. Carpet Stretchers, 
8 Copying Presses, 



70 Grindstones, 
27 doz. Hand Saws, 

9 I. C. Freezers, 
24 doz. Knives and Forks, 
15 doz. M. Locks, 

5 doz. P. Knobs, 

9 doz. P. G. Coal Hods, 

5 doz. R Braces, 



5 doz. B. R. Picks, 

5 doz. pr. Strap Hinges, 

10 doz. Steelyards, 
8 doz. Try Squares, 
8 U. C. Wringers, 

12 doz. W. Wrenches, 

50 lb. Washers. 



OFFICE FIXTURES. — Office safe, 225.00; office desk, 100.00; total, 325.00. 

* 

You will now balance the Cash Book, foot the Sales Book and complete the posting, after which 
make a balance sheet and close the Ledger. 

Your net gain should agree with the result given below, under the price list number correspond- 
ing to your own. 

IMtl CaAllM. I ^^g^j^ %2%.^l 168.71 34.28 97.96 96.59 195.06 132.84 99.74 79.28 

After completing the work of closing the Ledger hand your books, together with all of the bus* 
iness papers involved in the foregoing set, to the teacher for inspection, and prepare for an examina- 
tion on the work passed over. Questions for such examinaiion will be found below. 

MISCELLANEOUS QUESTIONS. 

'From what does Double Entry Book-keeping take its name ? 'How are jou enabled to decide to 
which of the two general classes of accounts used in double entry any particular account belopgs ? 
' What title may be used instead of the proprietor's name P * Mention three accounts that you can 
always tell which side should be greater, if there is any difference. 'To which of the two general 
classes of accounts does a Personal account belong ? * What circumstance might arise to place it in the 
other class P ^ Why is it necessary that Bills Payable and Bill Receivable should always be debited and 
credited with their face value ? " Mention some of the errors which will not affect the equality of the 
Ledger. * In case the Trial Balance does not prove, give the short tests to be applied before proceeding 
to examine the posting. " When the check of another person is received, how is it journalized ? 
" Give an example of an inventory showing a liability. " Give the two ways of finding the Present 
Worth in double entry. " What is meant by Insolvency P " What is the object of closing accounts 
showing losses and gains ? " In closing an account, why is the equality of the Ledger not affected ? 
" What is meant by the acceptance of a draft P " Give the general rule for journalizing drafts when 
drawn on account. " What journal entry is made when the proprietor commences business with both 
Resources and Liabilities P " In closing an account having a resource inventory, why is it necessary to 
credit the account with the inventory before it can be closed P "''After the account has been closed, 
why must the inventory be carried b6low the rulings P '* Why is the loss or gain not carried below the 
rulings P " When are personal accounts usually closed P ** Do errors in journalizing affect the equality 
of the Ledger P ** What advantage is obtained by using the'Cash Book as a principal book P **How is 
the work of posting from the Cash Book performed p ** What advantage is obtained by using the Sales 
Book as a principal book P ''How are transactions with the bank treated when no bank account is 
kept in the Ledger, and how are the entries made for such transactions P *' How is the Check Book 
balanced and proved when the Pass Book is written up P '* How is the Cash Book balanced when 
there is cash both in the safe and in the bank P 
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SALES BOOK. 

APRIL 2. 189-. 



L.F. 



W. Barnes, Madison, N. Y. 
2 doz. Carpet Stretchers, 
10 Grindstones, 
2 doz. C, S. Augers, 
25 Kegs Gat Nails, 2500 lbs. 



ff 



B. C. Smith, City. 

3 U. Clothes Wringers, 
5 Grindstones, 
1 doz. Steelyards, 



5. 



Brown & Martin, Marion, Ohio, 
10 B. Drills, 
5 doz. P. G. Coal Hods, 

2 " C. S. Augers, 

3 " W. Wrenches, 

7 " Carpet Stretchers, 

6. 

B. E. Jones, Albion, Pa. 

10 Kegs Cut Nails, 1000 lbs,, 

2 U. Clothes Wringers, 

3 doz. C. S. Augers, 

7 *' Carpet Stretchers, 
2 " W. Wrenches, 
10 " C. S. Axes, 



Forward, 



8. 


6 






2.60 


25 






7.26 


14 


60 




4c. 


100 




145 


6.26 


18 


75 




2.60 


12 


60 




10.50 


10 


60 


41 


7.25 


72 


60 




16. 


75 






7.25 


14 


60 




1475 


44 


26 




8.00 


21 




227 


4c. 


40 






6.25 


12 


50 




7.25 


21 


75 




8. 


21 






14.75 


29 


50 




16. 


150 




274 




689 



50 



75 



25 



75 
25 



CHECK STUB (second form). 
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FORM OF DEPOSIT TICKET. 



nEFDSITEI] BY 




ft4^t^»fl^ Or 




^ 
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FLOUR CITY BANK, 

Flymnuth, Minn., ^i^, JJ, IBB^ 



Curramy, . - . . 

Check, @9fQ^uy4t*^^, 
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Single Entry Book-Keeping. 



SINGLE ENTRY * is a system of book-keeping which contemplates such a record, or the filing of 
such flocuments for reference only, as will enable the proprietor to determine at any time those 
resources and liabilities of his business, which cannot be found by taking an inventory, 

"For this purpose the practice is to journalize and post personal accounts only. 'Cash receipts 
and payments are entered in the Cash Book, and * Bills Receivable and Bills Payable in the Bill Book. 
'Hence, the distinguishing feature of Single Entry is, that only personal accounts are kept in the 
Ledger. 

• The rules for journalizing personal accounts in Single Entry are exactly the same as in Double 
Entry. ^ The posting is also done in the same manner as in Double Entry. 

* Sometimes a Cash account, a Merchandise account or an Expense account is kept in the Ledger, 
and sometimes all of these are kept; * but when such is the case it ceases to be Single Entry, as *** a purely 
Single Entry Ledger contains only personal accounts. " To the extent that a Single Entry Ledger 
contains other than personal accounts it approaches Double Entry, but "it still will lack many of the 
valuable features of the Double Entry method. 

" In Double Entry book-keeping, other accounts than those with persons are kept in the Ledger, 
and an entry is made in the Journal, or some other principal book, for every business transaction. 
" When such entry has been posted equal amounts will have been entered on both sides of the Ledger, 
hence, the name Double Entry. " In Single Entry book-keeping only personal accounts are kept in the 
Ledger, and "an entry is made in the Journal only when a personal account has been affected by a 
transaction. " When such entry has been posted a single amount will have been entered on but one 
side of the Ledger, hence, the name Single Entry. 

"A Single Entry Ledger, then, differs from a Double Entry Ledger in that it contains only 
personal accounts. " Since but one amount is posted for each Journal entry in Single Entry, it will 
be apparent that the footings of the two sides of the Ledger will not be equal, and that no trial balance 
of a Single Entry Ledger can be taken. 

'• Since no accounts showing gains and losses are kept in Single Entry, it follows that an itemized 
statement of the gains and losses of the business cannot be obtained. " The net gain or net loss of the 
business can be determined, however, and as accurately as in Double Entry. 

" If a business is worth more at closing than has been invested in it, a gain has been realized; "if 
it is worth less, a loss has been sustained. '*The present worth of a business is the amount that 
the resources exceed the liabilities. "Hence, to determine the present worth of a business it is only 
necessary to subtract the sum of the liabilities from the sum of the resources. " And to ascertain the 
net gain or net loss it is only necessary to compare the present worth with the net investment. 

*' Transactions which result in increasing the net resources, or in '" decreasing the net liabilities 
cause gains; " those which result in decreasing the net resources, or in " increasing the net liabilities 
cause losses ; " those which result in increasing both resources and liabilities a like amount, or in 
"decreasing both resources and liabilities a like amount cause neither gains nor losses; those "which 
result in neither increasing nor diminishing the resources or liabilities cause neither gains nor losses. 

" The resources of a business consist of the property belonging to the business and the debts owing 
to it; " the liabilities consist of the debts owing by the business. " Since the property belonging to a 
business can be ascertained at any time by taking an inventory, " it follows that the only records which 
it is absolutely necessary to make in order to be able to determine the results of the business, are of 
such transactions as affect personal accounts, and of such as cause the issuing of Bills Payable. " The 
latter record is in the form of a memorandum, 

" For the purpose of exhibiting the details of the business, however, other records than the above 
are generally made : ^* such as a record of all cash transactions in a Cash Book ; of all *^ written 
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promises of others received, as well as those issued by the business, in the Bill Book; of all *' sales of 
merchandise in the Order Book or Sales Book; of all "purchases of merchandise in the Invoice Book 
or Accounts Payable Eecord; and of ** all transactions with the bank in the Check Book, 

Books Used in Single Entry. "The books used in a Single Entry set depend much upon the 
nature and extent of the business and the information it is desired to preserve. " The main books 
generally used are Day Book. or Journal, and Ledger. *'' The auxiliary books are, generally. Cash Book 
and Bill Book. " Other books, as Order Book, Sales Book, Shipping Book, Accounts Payable Book, 
Invoice Book and Inventory Book, are sometimes used. " The forms of these books need not differ 
from those in Double Entry; in fact they are generally the same. 

•^'The Day Book, or Journal as it is now called, contains all debits and credits fo persons arising 
from transactions with such persons. " Such debits and credits should be accompanied by sufficiently 
clear and complete explanations of the transactions giving rise to the entries, or sufficient references 
should be made to the books containing the original entries, to enable any one, whether familiar with 
the circumstances or not, to readily understand any important facts i*egarding them. 

" In law the book containing the original entry is the Day Book, whether such book is the Day 
Book so called, or the Sales Book, Cash Book, or any other book or record. " Such books of original 
entry become the basis for all explanations^ ^* and are the only business records admitted as evidence in 
court. " Such records to possess value as evidence must be clear and complete and free from erasures. 
•• A material alteration in an entry in a book of original entry taints the record, and sometimes makes 
it worthless. " When a mistake is made in a book of original entry it should be corrected in such a 
manner as will make the fact that it was a mistake apparent; in other words the evidence of the 
mistake should be preserved, " Erasing should never be resorted to in a book of original entry. 

*• The entries may be made in the Journal in the order of their occurrence, as illustrated in the 
month of January; or a "summary of the day's business as recorded in the other books may be made 
in this book at the close of each day, as illustrated in the month of February. " The posting is done 
entirely from the Journal in the month of January. 

" The Cash Book used in this set is the common Single Entry form, which requires the use of 
but one page of the book at a time, **the entries being made usually in the order of their occurrence, 
•*the receipts being entered in the left-hand money column and "the payments in the right-hand 
money column. "The difference between the footings of the two columns should, of course, agree with 
the amount of cash belonging to the business. 

'^ The Ledger and Bill Book are the same in form as those used in the preceding sets. The 
other books used in the set will be explained and illustrated as they are introduced in the work. 

" The following set is designed to illustrate book-keeping by Single Entry; also " the changing of 
Single Entry books to Double Entry. ^°In the month of January only the simplest form of Single 
Entry is illustrated. " In the month of February several labor saving features are introduced, together 
with improved forms of books; " and the manner of changing to Double Entry is fully explained and 
illustrated, " no additional books being required to continue the book-keeping by Double Entry. 

GENERAL RULES FOR SINGLE ENTRY. 

Bule 1. '* The Proprietor is credited 

• For the sum of his resources at the beginning of business ; 
^ For subsequent investments in the business; and 

® For his net gain, if any, when the books are closed 

Bule 2. " 27ie Proprietor is debited 

^ For the sum of his liabilities at the beginning of business; 

* For such stims as he may draw out of the Misiness from time to time ; ana 
^ For his net loss when the books are closed, if there has been a loss, 

Bnle 3. "Persons are debited 

^When they get into our debt ; and 

* When we get out of their debt, in full or in part. 

Rule 4. "Persons are credited 

• Wien we get into their debt ; and 

^ When they get out of our debt, in full or in part* 



SINGLE ENTRY — JANUARY, 
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Kale 5. "Cash is entered on the left-hand^ or debit side, of the Cash Book, when it is received 
into the business from whatever source. 

Rule 6. '* Cash is entered on the right-hand^ or credit side, of the Cash Book, when it is paid out 
for whatever purpose. 

Rule 7. " Bills Receivable are entered in the Bill Book as soon as received, with all of the 
particulars regarding them ; as, the date of the note or acceptancCy the date on which it tvill fall due, the 
name of the party toho will have to pay it, the name of the endorser, if any, the name of the place where 
it is payable, and the amount ; a^id wh&n it is paid it is so indicated in the proper column in the Bill 
Book, 

Rule 8. " Bills Payable are entered in the Bill Book as soon as issued, with all the facts regard' 
ing them ; as, the date of the note or acceptance, its date of maturity, the name of the payee, the name of 
the place where it is payable, and the amount ; and when it is paid it is so indicated in the proper column 
in the Bill Book. 
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The principal diflBculty which the student who is familiar with Double Entry will encounter in 
Single Entry book-keeping, is in confining his journalizing to transactions affecting personal accounts. 
"A good rule for the student who is familiar with Double Entry, in journalizing by Single Entry, 
is, first to decide what journal entry would be made for the transaction by the double entry method ; 
then if he find in such entry that a person is to be either debited or credited, the same person must be 
debited or credited in the Single Entry Journal, otherwise no journal entry is to be made. 

Note. — The following entries do not represent the work of the text, being given merely for the purpose of illus* 
trating the forms of the entries in a Single Entry Journal and Cash Book. 

SINGLE ENTRY JOURNAL 

January 11, 1890. 



Henry Manning, 

Commenced business with the following resources: 

Cash, as per Cash Book, 

Store and fixtures. No. 619 State St., 



» 



Barnes & Co., New York, 

Bo't mdse., invoice No. 1, Jan. 3, 60 ds., 2^ 10 ds.. 



12. 
Samuel Sloan, Waverly, 

Sold on account, 30 da., 1^ 10 da., 

5 pes. Atlantic A. Sheeting, 

3 " Piedmont C. Drills, 

6 " Manchester Gingham, 

4 " York Denims, 

Samuel Sloan, 

Rec'd cash to apply on above invoice. 



256, 
125, 
198«, 
150, 



Cr. 


2650 
6000 




8650 


Cr. 






669 


Dr. 






73 


8« 
9« 

16i 


21 
11 
14 
25 


76 
88 
89 




Cr. 






23 



16 



53 



63 



SINGLE ENTRY CASH BOOK. 



Receipts. Payments, 



1890. 








1 






Jan. 


11 


Invested by Henry Manning, 


2650 


, 








11 


Office Furniture, Books, Stationery, etc.. 




I 


160 


84 




12 


Samuel Sloan, to apply on invoice this date. 


23 


53 








13 


Freight and drayage on goods from New York, 

Barnes & Co., New York, invoice Jan. 3, 669.15, less 2^, 11.38, 






3 


62 




16 






557 


77 




16 

• 


Mdse., sold James Brown, less 1^ per invoice receipted. 


37 


19 

1 
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BUYING PRICE LISTS FOR JANUARY AND FEBRUARY. 



American Prints 

Atlantic A. Sheeting 

Birmingham Ticking 

Bombay Gingham 

Dakota Kentucky Jeans ..*... 

Hamilton Stripe 

Kellog Opera Flannel 

Kenwood Cottonade 

Manchester Gingham 

Merrimack Prints 

Oxford Canton 

Passaic Prints 

Paper. Cambric 

Pepperell Sateen 

Piedmont Cotton Drills ^ 

Pontiac Seersucker.' 

Red Cross Silesia 

Royal Shaker Flannel 

Stark Cotton Duck 

Stevens Crash 

Tremont Cotton Flannel 

Vermont Cotton Cheviot 

Washington Cambric 

Waverly Suiting 

York Denims 



1. 


2, 


3. 


4. 


5. 


6. 


7. 


8. 


9. 


.068 


.06 


.061 


.063 


.061 


.06 


.068 


.061 


.063 


.07 


.063 


.068 


.07 


.068 


.061 


.07 


.063 


.071 


.078 


.071 


.07 


.078 


.071 


.063 


.078 


.07 


.078 


.088 


.088 


.08* 


.083 


.08 


.078 


.081 


.08 


.088 


.16 


.15 


.16 


.16* 


.16 


.158 


.16 


.16* 


.168 


.098 


.091 


.091 


.10 


.098 


.091 


.098 


.101 


.093 


.30 


.29 


.291 


.31 


.30 


.293 


.31 


.33* 


.32 


• 14 


.13 


.138 


.15 


.14 


.133 


.148 


.15 


.16 


.053 


.06 


.053 


.061 


.06 


.058 


.053 


.061 


.06 


.061 


.063 


.06 


.07 


.068 


.06 


.061 


.063 


.068 


.11 


.118 


.108 


.12 


.111 


.103 


.10 


.108 


.101 


.043 


.05 


.048 


.058 


.05 


.048 


.041 


.043 


.048 


.05 


.058 


.05 


.053 


.058 


.05 


.05 


.058 


.051 


.088 


.08i 


.081 


.08i 


.081 


.08 


.081 


.08i 


.088 


.07 


.063 


.068 


.068 


.061 


.06 


.063 


.063 


.071 


.058 


.053 


.058 


.053 


.058 


.051 


.06 


.053 


.061 


.078 


.078 


.071 


.078 


.07 


.063 


.071 


.07 


.071 


.26 


.251 


.25 


.251 


.25 


.248 


.251 


.25 


.258 


.10 


.108 


.10 


.108 


.101 


.10 


.108 


.101 


.11 


.06 


.061 


.053 


.061 


.06 


.06 


.068 


.061 


.063 


.108 


.103 


.10 


.101 


.10 


.101 


.108 


.10 


.108 


.128 


.123 


.12 


.128 


.12 


.128 


.123 


.12 


.128 


.043 


.048 


.041 


.043 


.04 t 


.041 


.048 


.041 


.041 


.328 


.33i 


.328 


.33i 


.33 


.32 


.33 


.32 


.318 


.128 


.123 


.121 


.128 


.12i| 


.12 


.128 


.12 


.121 



10. 



.06 
.068 

.07 

.08* 

.16 

.09* 

.31 

.14 

.05* 

.061 

.10 

.04* 

.05» 

.08* 

.07 

.06 

.07» 

.251 

.10' 

.06* 

.101 

.121 

.04' 

.33* 

.128 



Where the f ractioxiB are not expressed in full in the price lists, fourths are understood. 



SELLING PRICE LISTS FOR JANUARY AND FEBRUARY. 



American Prints 

Atlantic A. Sheeting - . . 
Birmingham Ticking... 

Bombay Gingham 

Dakota Kentucky Jeans 

Hamilton Stripe 

Kellog Opera Flannel . . . 

Kenwood Cottonade 

Manchester Gingham... 

Merrimack Prints 

Oxford Canton 

Passaic Prints 

Paper Cambric 

Pepperell Sateen 

Piedmont Cotton Drills. 

Pontiac Seersucker 

Bed Cross Silesia 

Royal Shaker Flannel . . 

Stark Cotton Duck 

Stevens Crash 

Tremont Cotton Flannel 
Vermont Cotton Cheviot 
Washington Cambric . . . 

Waverlv Suiting 

York Denims 



1. 



.081 

.088 

.091 

.10 

.198 

.11 
.378 

.16* 

.078 

.08 

.15 

.008 

.07 
.10 
.098 

.08 

.09 

.30 

.128 

.081 

.15 

.16* 

.061 

.40 

.16* 



.08 

.081 

.09 

.093 

.19 

.108 

.37 

.168 

.071 

.073 

.148 

.061 

.063 

.098 

.09 

.08 

.083 

.29 

.12 

.08 

.148 

.16 
.06 
.39 
.16 



3, 



.073 

.08 

.083 

.098 

.183 

.101 

.37 

.161 

.07 

.078 

.141 

.061 

.068 

.093 

.091 

.081 

.098 

.31 
.128 

.081 
.143 

.161 
.06 
.38 
.158 



-*. 


J., 


6. 


7. 


8. 


.088 


.081 


.08 


.083 


.088 


.083 


.088 


.088 


.09 


.083 


.091 


.09 


.083 


.098 


.09 


.10 


.093 


.098 


.101 


.101 


.191 


.20 


.198 


.20 


.201 


.101 


.11 


.103 


.11 


.111 


.371 


.378 


.371 


.378 


.378 


.168 


.16* 


.161 


.168 


.16* 


.071 


.078 


.07 


.071 


.078 


.073 


.073 


.078 


.078 


.08 


.148 


.148 


.141 


.148 


.15 


.068 


.063 


.061 


.068 


.063 


.07 


.071 


.07 


.07 


.071 


.093 


.10 


.098 


.093 


.10 


.09 


.098 


.09 


.091 


.098 


08 


.083 


.08* 


.088 


.08* 


.091 


.098 


.091 


.098 


.091 


.30 


.31 


.29 


.30 


.29 


.12 


.128 


.11 


.12 


.11 


.08 


.081 


.073 


.08 


.073 


.148 


.141 


.14 


.148 


.14 


.16 


.16 


,158 


.153 


.16 


.053 


.06 


.058 


.053 


.05 


.37 


.378 


.37 


.378 


.368 


.15 


.158 


.15 


.158 


.151 



9. 



.083 

.09 

.091 

.10 

.198 

.108 

.37 

.161 

.071 

.073 

.143 

.068 

.071 
.093 

.091 
.081 
.083 

.28 

.108 

.078 

.14 

.15 

.051 

.37 

.16 



10. 



.081 
.08« 
.08* 
.09* 
.19 
.101 
.36* 
.16 
.07 
.07» 
.141 
.061 
.07 
.09» 
.09 
08« 
.09 
.29 
.11 
.08 
.15 
.16* 
.06 
.37* 
.16' 
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MEMORANDA OF TRANSACTIONS FOR JANUARY. 

Books to be Used : Journal, Ledger, Cash Book, Bill Book and Check Book. 
Id the absence of a Check Book a sheet of cap paper may be used for a Check Book stub. 

11. Commence business with the following resources: Cash 3000.00; Store and Fixtures, No. 364 

Market St., valued at 7000.00. {Enter in Journal and Cash Book. See forms of these hooks an 
page 91. Also see Rule 1 a, page 90, ayid Rule 5, page 91. ) 

Buy of the OflBce Supply Co., Office Furniture, Blank Books, Stationery, etc., and pay for same 

in cash, 154.00. Also pay for postage in cash, 1.25. {Rule 6, page 91.) 

No entry is required in the Journal for the above transactions for the reason that no personal account is affected by 
them. {See 16, page S9,) 

Open an account with Merchants Bank and deposit cash 2700.00. {Enter in Check Book onlg.) 
In this set the money in bank will be treated as on hand and the bank account will be kept on the stub of the Check 
Book, as in preceding sets. A bonk account could be kept, however, in the Ledger, treating it the ^ame as a 
personal account. This would necessitate an entry in the Cash Book whenever a deposit was made, as well as 
in the Check Book. In the absence of a Check Book the bank account may be kept on a sheet of cap paper 
ruled to represent a Check Book stub. 

Eeceive by freight from H. B. Corwin & Co., New York, invoice dated Jan. 5; terms, on account, 

60 da., 1^ 30 da., 2^ 10 da. : 50 pes., 2950 yds., American Prints; 30 pes., 1225 yds., Manchester 

Gingham; 20 pes., 875 yds., Hamilton Stripe; 10 pes., 415 yds.. Piedmont C. Drills; 10 pes., 

352 yds.. Royal Shaker Flannel; 15 pes., 375 yds., Stevens Crash; 20 pes., 750 yds., Vermont 

C. Cheviot; 10 pes., 315 yds., Waverly Suiting; 20 pes., 875 yds., Washington Cambric. {Rule 

4 a, page 90; see also form of Journal, page 91.) 

It is unnecessary to enter the items in the Journal, the invoice itself being placed on file for reference. In business 
when an invoice is received, it is examined by the buyer, and if found to correspond in price and quantity to 
the order, it is " OE'd" by him, and then filed until the goods arrive, when it is given to the receiving clerk, 
who checks each item on the invoice as it is found to tally with the goods. The book-keeper then examines 
the extensions and footing, and if everything is correct makes an entry for the transaction under the current 
date, or at the end of the month, according to the custom of the house. In either case the date of the invoice 
is entered in the explanation column in the Ledger, as that is really the date of the transaction. Invoices are 
also numbered in the order in which they are received, which assists greatly in referring to them. In each 
computation if the remit is five mills or over, add another cent, if less than five r^ect the miUs. 

12. Receive by freight from Jordon & Co., Boston, invoice dated Jan. 4 ; terms, on account, 30 da., 

1^ 10 da.: 25 pes., 1372* yds.,»Atlantic A. Sheeting; 10 pes., 576^ yds., Birmingham Ticking; 
35 pes., 1844 yds., Merrimack Prints; 15 pes., 461 yds., Pontiac Seersucker; 20 pes., 912 yds., 
Pepperell Satteen; 8 pes., 272 yds., Tremont C. Flannel; 12 pes., 483 yds., York Denims. 
The meaning of the above " terms " is that the purchaser has 30 days from the date of the invoice in which to pay 
it, and if he pays it within 10 days from that date he is entitled to a discount of 1% on the face of the invoice. 

Pay freight charges on goods received from New York and Boston by check, favor Erie Despatch 

Co., 14.48 ; also pay drayage on same in cash, 1.70. {Rule 6, page 91. Enter also in Check 

Book.) 

Transportation charges on goods are paid by the purchaser, in the absence of an agreement to the contrary. Freight 
companies, unlike Express companies, do not truck goods, hence the above charge for drayage. This transaction 
reduces the resources and hence a loss is sustained. {See 29, page 89,) 

IB. Sell Brooks & Son, Akron, on account, 10 da.: 10 pes., 583 yds., American Prints; 5 pes., 212^ 

yds., Hamilton Stripe; 5 pes., 198* yds., Manchester Gingham; 3 pes., 101 yds., Royal S. 

Flannel. {Rule 3 a; see also form of Journal, page 91.) 
Make the extensions mentally as much as possible and review your work before taking up the next transaction. 
Since the amount for which Brooks & Son get into our debt, which debt is a resource, is greater than the cost of 

the Mdse. parted with, which Mdse. was a resource, it will be apparent that the resources have been increased by 

the transaction, and hence a gain has been realized. {See 27, page 89.) 

_— * 

Sell James Saunders, Toledo, on account, 30- da., 1^ 5 da. : 5 pes., 256 yds., Atlantic A. Sheeting, 

3 pes., 125 yds.. Piedmont C. Drills; 5 pes., 204 yds., Pepperell Sateen; 4 pes., 150 yds., York 

Denims. 

Pay drayage from store to freight house on goods shipped to Akron and Toledo, in cash, 50^. 
{Rule 6.) 
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MEMORANDA OF TRANSACTIONS FOR JANUARY (Continued). 

14. Buy of Central Mfg. Co., City, on account, 30 da., 2^ 10 da.: 25 pes., 1248 yds.. Paper Cambric; 
10 pes., 615 yds., Red Cross Silesia. 
Bee explanation under Jan. 11. By this transaction both resources and liabilities have been increased a like amount; 
hence, the immediate result is neither a loss nor a gain. {See 31, page 89,) 

Sell Hamilton & Mason, Newville; terms, cash in 10 da. 1^, or 2 months' note delivered in ID 
da.: 4 pes., 232 yds., Birmingham Ticking; 5 pes., 275 yds., Merrimack Prints; 2 pes., US 
yds., Red Cross Silesia; 4 pes., 149 yds., Vermont C. Cheviot; 1 pc, 32* yds., Waverly Suiting- 
Give Stevens & Co. your check for 7.50 in payment of their bill for packing boxes. 

As no charge is made to customers for boxes or cases in which goods are shipped, the boxes cannot be treated a» 
a resource; and since the resources have been reduced by the drawing of the check, this transaction results in a 
loss to the business. (See S9, page 89,) 

16. Draw cash from the business for private use, 20.00. {Rule 2 h») 

Post this item to the proprietor's investment account. Sometimes a private account is opened to receive such entries 
as this, but it is deemed unnecessary in this set. The efifect is the same in both cases. 

Receive by freight from Ames & Co., Philadelphia, invoice dated Jan. 10; terms, cash in 10 da, 
Ij^, or 30-da. note delivered in 10 da. : 100 pes., 4238 yds., Bombay Gingham; 60 pes., 3150 yds., 
Kenwood Cottonade. 

16. Sell Kenfield & Co., Plainfield, on account, 10 da. : 10 pes., 450 yds., Washington Cambric; 5 pes., 
285 yds., American Prints; 1 pc, 58 yds., Birmingham Ticking. 

Give Ames & Co., Philadelphia, your note, drawn at 30 da. from date, payable at Merchants Bank,, 
for the amount of the invoice received from them on the 15th inst. (Rules 3 b and S.) 

1& Receive from James Saunders, Toledo, a New York draft for the amount of the invoice sold him 

on the 13th inst., less 1^. {Rules U h and 5. See 29, page 89,) 

Enter only the actual amount of cash received in the Cash Book. This transaction results in a loss to the business, 
as the resource received, cash, is less than the resource parted with, the claim against Saunders, which decrease» 
the net resources. 

Deposit in bank, currency, 100.00, and the New York draft received from James Saunders. 

Sell Martin & Jones, City, for cash, less 1^: 3 pes., 132 yds., Bombay Gingham; 2 pes., 79* yds., 

Manchester Gingham. Receive cash for the net amount of the invoice. {Rule 5; see form of 

Cash Book, page 91. No Journal entry required; see 16, page 89, ) 

The resources are increased by this transaction by an amount equal to the difference between the cost of the Mdse. 
and the cash received; hence, a gain has been realized. {See 27, page 89,) 

19. Receive by freight from Foster & Co., New York, invoice dated Jan. 12; on account 30 da., 2^ 

10 da.: 25 pes., 812 yds., Kellog Flannel; 10 pes., 375 yds., Dakota Jeans; 5 pes., 1G2 yds., 
Oxford Canton. 

20. Receive from Hamilton & Mason, Newville, their note, dated Jan. 19, at 2 months, payable to your 

order at First National Bank, Newville, for the amount of the invoice sold them on the 14th 
inst. {Rules 4 b and 7 ,) 
Rule the Bill Book as instructed in note under Jan. 16. 

Give Hilbert Truck Co. your check for 5.02, in payment of freight and drayage charges on the 
goods received from Philadelphia on the 15th inst., and from New York on the 19tli inst. 

The rules of most if not all transportation companies require that the charges for carrying goods be paid before the 
goods are delivered. This requirement may be relaxed, however, at the discretion of the company's agent, but 
he becomes personally responsible for any loss to the company arising from such causes. 

When the goods arrive it is customary for the transportation company, except it be an Express Co., to notify the 
consignee of that fact, and also of the amount of the charges. In places where there are public draymen, this 
notice by the transportation company becomes unnecessary, as these draymen, by previous agreement, look after 
and attend to all incoming freight consigned to their patrons. These draymen often pay the freight charges on 
the goods and collect the same, together with their own charges for drayage, from the consignee. 

21. Sell James Saunders, Toledo, on account, 30 da., \^ 10 days: 5 pes., 212 yds., Hamilton Stripe; 

3 pes., 104 yds., Dakota Jeans; 5 pes., 151 yds., Kellog Flannel. 
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MEMORANDA OF TRANSACTIONS FOR JANUARY (Continued). 

22. Pay Central Mfg. Co., City, by check, for invoice of the 14th inst., less 2,^. {Debit C. M. Co. for 

the full amou7it of the invoice; enter the amount of the check only iti Cash Book and Check Book.) 
This transactioD results in a gain to the husiness as the resources are diminished less than the liabilities, which is 
equivalent to increasing the net resources. {See S7, page 89.) 

Receive by freight from H. B. Corwin & Co., New York, invoice dated Jan. 15 ; terms, on 
account 30 da., 1^ 10 da. : 100 pes., 4486 yds., Passaic Prints; 40 pes., 2340 yds., Stark C. Duck* 

23. Sell Austin & Bro., City, on account, 10 da. : 5 pes., 202 yds., Bombay Gingham; 10 pes., 586 yds., 

American Prints; 4 pes., 208 yds., Atlantic A. Sheeting; 1 pc, 42« yds., Hamilton Stripe. 

25. Sell Martin & Jones, City, terms, i cash, ^ on account, 10 da. : 10 pes., 592 yds., American Prints; 

5 pes., 251 yds., Atlantic A. Sheeting; 2 pes., 87 yds., Hamilton Stripe; 1 pc, 41 yds.. Pied- 
mont C. Drills. Receive cash for one-half the amount of the invoice. (Rules 3 a, 4 b, 
and 5.) 

In transactions like the above it is customary, in Single Entry, to make an entry in the Journal debiting the person 
with the full amount of the invoice and then to make a second entry giving him credit for the amount paid. 
Remember to add another cent where the computation or the division results in 5 mills or over. 

26. Receive from Ames & Co., Philadelphia, invoice dated Jan. 20; terms, i note at 30 da. from date of 

sale, i on account, 60 da., 1^ 30 da., 2^ 10 da. : 50 pes., 2012 yds., Piedmont C. Drills; 45 pes., 
1315 yds., Oxford Canton. Make your note at 30 da. from Jan. 20, for one-half the amount of 
the above invoice, and remit it to Ames & Co., as per above terms. (See note above,) 

Receive from Brooks & Son, Akron, a New York draft for one-half the amount of the invoice 
sold them on the 13th inst., and their note, dated Jan. 23, at 30 da., with interest at 6^, for the 
balance. 

Deposit in Bank the New York draft received from Brooks & Son to-day, and all the currency 

on hand. 

To determine the amount of currency on hand, add the face of the above draft to the bank balance as shown by 
the Check Book, and subtract their sum from the cash balance as shown by the Cash Book. 

27. James Saunders, Toledo, returns the 3 pes. Dakota Jeans included in the invoice of Jan. 21, as 

per agreement, the quality not being satisfactory. 
Treat this transaction as if you had bought the goods back from Saunders, at the regular selling price. 

Sell Hamilton & Mason, Newville, on account, 30 da., 2^ 10 da.: 10 pes., 598 yds., Kenwood 
Cottonade; 10 pes., 582 yds., Merrimack Prints; 5 pes., 162 yds., Oxford Canton; 5 pes., 19^ 
yds., Dakota Jeans. 

29. Sell Jenkins & Curtis, Broomfield, i in cash, i on account 30 da., or 60-da. note in 10 da.: 25 

pes., 1060 yds., Bombay Gingham; 16 pes., 600 yds., Manchester Gingham; 10 jjcs., 450 yds., 
Passaic Prints; 2 pes., 65 yds., Pontiac Seersucker. Receive cash for one-half the amount of 
the invoice. , 

30. Draw on Kenfield & Co., Plainfield, at sight, for one-half the amount of the invoice sold them on 

the 16th inst., and deposit the draft in the bank, less 15^, for collection ; also draw on Ken- 
field & Co. at 10 da. sight for the balance of the invoice and send the draft to them for acceptance* 
Credit K. & Co. for the sight draft only. Make no entry for the second draft until it is returned accepted. 

Give Hilbert Truck Co. your check for 13.80 for sundry freight and drayage bills from Jan. 20th 
to date. 

Pay sundry expense bills for the month in cash, 14.75: also book-keeper, 25.00, and clerks, 35.00, 
in full for services to date. 



Balance, rule and foot the Cash Book, ^nd post the entries from the Journal. Give each account 
in the Ledger one-fourth of a page space. Write such an explanation of each entry in the Ledger as 
will clearly indicate its character. For instance, in posting the entry, Jordon & Co., Jan. 12, in 
addition to the amount and date, write in the explanation column, '^Inv. Jan. 4, No. 2." 
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•* After completing the posting you will next prepare to make a statement of resources and liabilities, 
for the purpose of ascertaining the result of conducting the business. Foot the accounts in the Ledger 
and find the amount owing to you and by you on such accounts. 

•* Since the Single Entry Ledger contains only personal accounts, or only a part of the resources and 
liabilities, it will be apparent that a complete statement of the business cannot be made from that booL 
Hence, it is necessary to obtain the other resources and liabilities from other sources. 

" Since a complete record of the receipts and payments of cash has been kept in the Cash Book, the 
amount of cash belonging to the business, which is a resource, may be ascertained from that book; *' and 
for the same reason the amount of unpaid Bills Ecceivable belonging to the business, a resource, and 
the amount of unpaid Bills Payable, a liability, can be obtained from the Bill Book. " But since no 
complete record has been kept of the Mdse. bought and sold, it follows that the only way to determine 
the amount on hand, which is a resource, is by taking an inventory, or an account of stock, as it is 
often called. 

" Sometimes a Stock Book is kept for the purpose of recording the quantity of Mdse. bought and 
sold, and of course in such cases, the amount of Mdse. on hand at any time could be found by that 
book. But even when a Stock Book is kept, an inventory is generally taken to prove that book, the 
flame as cash is counted to prove the Ca«h Book. 

■" In most business houses the inventory is taken by the clerks and others in the different depart- 
ments, who make their records in coarse blank books or on loose sheets of paper, and these records are 
then copied into a book called an Inventory Book, from which source the Book-keeper ascertains the 
value of the Mdse. on hand. The following is a statement of the Mdse. on hand, which you will enter 
in your Inventory Book, or in your Journal, in the absence of an Inventory Book. 

" Mdse. is usually inventoried at the price at which it could be purchased at the time of taking stock. 
As there has been no material change in the market price of these goods since they were purchased 
you will inventory them at cost. 

INVENTORY, JAN. 30, 189-. 

Schedule A. — American Prints, 15 pes., 904 yds.; Atlantic A. Sheeting, 11 pes., 657* yds.; Bir« 
mingham Ticking, 6 pes., 286^ yds.; Bombay Gingham, 6? pes., 2844 yds.; Dakota Jeans, 5 pes., 183 
yds.; Hamilton Stripe, 7 pes., 321 yds.; Kellog Opera Flannel, 20 pes., 661 yds.; Kenwood Cottonade, 
40 pes., 2552 yds.; Manchester Gingham, 8 pes., 347 yds.; Merrimack Prints, 20 pes., 987 yds.; Oxford 
Canton, 45 pes., 1315 yds.; Piedmont C. Drills, 56 pes., 2261 yds.; Pontiac Seersucker, 13 pes., 396 
yds.; Passaic Prints, 90 pes., 4036 yds.; Boyal S. Flannel, 7 pes., 251 yds.; Pepperell Sateen. 15 pes., 
708 yds.; Paper Cambric, 25 pes., 1248 yds.; Red Cross Silesia, 8 pes., 497 yds.; Stark C. Duck, 40 
pes., 2340 yds.; Stevens Crash, 15 pes., 375 yds.; Vermont C. Cheviot, 16 pes., 601 yds.; Tremont C. 
Flannel, 8 pes., 272 yds.; Waverly Suiting, 9 pes., 282* yds.; York Denims, 8 pes., 333 yds.; Washing- 
ton Cambric, 10 pes., 425 yds. 

There is still some property belonging to the business which must be inventoried in order that the 
fltatement may exhibit all of the resources. Following is a schedule of such property, which you will 
copy in your Inventory Book immediately following the Mdse. inventory: 

Schedule B, — Store and Fixtures, valued at cost; Office Furniture, etc., valued at 150.00, 

"Sometimes other things than property are inventoried; as, interest on written promises and other 
past due debts; discount on written promises and other debts not yet due; unpaid rent, taxes, salaries, etc. 

" Again, an inventory may include every species of resource or liability pertaining to the business, 
in which case it partakes of the nature of a statement of the condition of the business. 

You will now make a Statement of Resources and Liabilities similar to the one given on the next 
page, taking the amounts from your own books, as those given do not represent the work of the text. 
Exhibit the personal accounts in detail in your statement. 
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STATEMENT. JAN. 30. 189-. 



RE80UECE8. 



Personal Accounts Keceivable, as per Ledger, 



Bills Beceiyable, 
Cash, 

Merchandise, 
Store and Fixtures, 
Office Furniture, etc. '* 



Bill Book, 
Cash Book, 
Inventory Book, 



<< 



a 



it 



LIABILITIES. 



Personal Accounts Payable, as per Ledger, 
Bills Payable, " Bill Book, 



Present Worth, 

Invested, 

Withdrawals, 

Net Credit, 

Net Gain, 



1391 


84 




498 


71 




2143. 


78 




1876 


93 




6000 


00 




100 


00 

67 


11010 


1624 


789 


42 


2413 




8696 


8660 


00 




150 


00 


8600 




96 







26 



99 



27 



00 



27 



NET GAI 



100 



The present worth is found, as shown above, by substracting the sum of the liabilities from the sum 
of the resources; and the -net gain is found by subtracting the net credit from the present worth. 

•* When the sum of the resources is less than the sum of liabilities, the difference will show the pro- 
prietor's present insolvency; and " the net loss may then be found by adding the present insolvency to 
the net credit. ''If the proprietor began business insolvent, a net gain has been realized if the pres- 
ent insolvency is less than the net insolvency; and " a net loss has been sustained if the present insolv- 
ency is greater than the net insolvency. 

•■ If the present worth is less than the net credit, a net loss has been sustained, "the amount of which 
may be determined by subtracting the present worth from the net credit. 

The net gain as shown by your statement should agree with that given below, under the price list 
number corresponding to your own. 

j No. 1. No. g. No, S. No. 4. No. 6. No. 6. No. 7. No. 8. No. 9. No. 10. 
^' (74.91 61.16 66.65 27.66 84.52 84.33 83.47 72.82 46.04 62.49 

You will now cause the proprietor's account to exhibit his present worth, by crediting it with the 
net gain as shown by your statement, and balancing and ruling up the account, and bringing the amount 
of the present worth down below the ruling on the proper side of the account. 

QUESTIONS. 

Page 89. — * Define Single Entry? *What is the distinguishing feature of Single Entry? 'How 
are personal accounts journalized in Single Entry ? ^ How is the posting done in Single Entry ? 
"From what does Single Entry take its name? "Are the footings of the two sides of a Single Entry 
Ledger generally equal? " Can a* trial balance of a Single Entry Ledger be taken? *** Why cannot an 
itemized statement of the gains and losses of a business be obtained from a set of Single Entry books? 
** Can the net gain or net net loss be determined when the books are kept by Single Entry? "» '* What 
transactions produce gains to the business? "• "What ones cause losses? """What ones cause neither 
gains nor losses? " What records are absolutely required in Single Entry ? *• Why are other records 
made ? *•"** What are they ? Page 90.— "What books are generally used in Single Entry? " How do 
the forms of these books compare with those in Double Entry? " Describe the Day book? **What must 
be the character of those records to possess value as evidence? "How should a mistake made in an 
original entry be corrected? ''Are erasures permissible in books of original entry? ** From what book 
is the posting done in the preceding month ? " Describe the Cash Book used in the preceding month. 
"What is the design of this set ? Page 97. — How is the present worth found in Single Entry? How 
the net gain ? How the net loss ? 

Tou are now prepared to continue the work of the set as outlined in the memoranda for the month 
of February. ^ 
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FEBRUARY. 

The work of this month is a continuation of that of January. Several labor-saving features are 
here introduced^ and two additional books are employed. 

"* The Books used are Journal, Ledger, ' Cash Book, Bill Book, Check Book, Order Book and 
Accounts Payable Book. 

'*' The Accounts Payable Book contains an itemized record of all time purchases. See form of 
this book on page 100. 

"' The Order Book contains a record of all sales of merchandise on account or for cash. See form 
of this book below. 

The Gash Book contains a record of all receipts and payments of cash, as in the preceding month. 

The Journal contains a record in detail of such original entries as do not properly belong in the 
other books, and also a summary of such original entries as do appear in the other books. "* The debit 
and credit items are separated in this book in this month. '" The debit items are entered in the left- 
hand money column, and '*'' the credit items in the right-hand money column. See form of this book 
on page 99. 

"* The Check Book^ Bill Book^ and Ledger are used for the same purpose and are &ept in the 
same manner as in the month of January. 

Illustrations of the forms of the additional books introduced in this month are given below and on 
the following pages. "" The records therein do not represent the work of the text, and are given merely 
to assist the student in arranging the entries in his own books. 
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ORDER BOOK. 
Brockport, February 1, 189-. 






Jas. Coady, 

30 da., 2^ 10 da., 
5 doz. hlf. Hose, 

Q <C (( it 

Case S 1751, 

2. 
Townsend & Yale, 
Cash, 25^, 

50 yds. Lons. Sheeting, J, 
100 ** Fruit of the Loom,f 




Case it 1752. 



3. 



M. E. Thomas, 
30 da. 

25 yds. Ladies' Dress Goods, 
100 doz. Pearl Buttons, 

Case jt 1753. 



Total, 



Tonawanda. 

Express. 

5.00 

4.50 

8.00 


25 
13 
16 


50 

50 

60 
31 

19 
25 


Troy. 

Mer. Des. 

16^. 


8 

7 


Less 2^, 


15 


% % 

Syracuse. 
Mer. Des. 

85^, 
30^, 


15 

21 
30 


B/ 8/ 











54 



50 



51 



105 



25 



75 



"^ The marks // are made when the goods are shipped. "' *' b/^^ y^" indicates that the Bill of Lading is dated 
Feb. 6. **' This is the charging date. ' '^The date over each order is the date it was received. "^ The case number should 
appear on Order Book and Bill of Lading.. ^^^ The figures under the shipping marks are the posting checks. 
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JOURNAL 
Beockport, February 1, 189-. 



14 



32 



73 



817 
212 
716 



88 

91 

314 

95 



314 
95 



817 
716 



Brown, Pierce & Co., 

To our 30 da. note to balance account.. 



Scott & Tilden, 

By our 10 da. draft, on account. 

3. 
James O. Elwood, 

By 1 mo. services, on account. 



Dr. 



Cr. 



Cr. 



SUMMARY. 



Accounts Payable Book. 

Farmer Bros., 
Morgan, Root & Co., 
Newton & Dowling, 
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SINGLE ENTRY FEBRUARY. , 101 

MEMORANDA OF TRANSACTIONS FOR FEBRUARY. 

1. Sell R D. Brown, Dansville, on account, 30 da.: 4 pes., 1368 yds., Tremont C. Flannel; 10 pes., 

642« yds.. Stark C. Duck; 5 pes., 125 yds., Stevens Crash; 5 pes., 254 yds., Paper Cambric. 

{Enter in Order Book only. See form of 0. B. on page 98.) 

In this month all goods will be shipped by Merchants Despatch, unless otherwise stated, on the day the order is 
received, and invoices and bills of lading will be mailed the same day. The cases will be numbered consecu- 
tively, beginning with No. 9. 

Gives Ames & Co., Philadelphia, your check for the amount of the balance of their invoice of 

Jan. 20, less 1^. {Enter in Cash Book and Check Book, No entry in the Journal until the close 

of the day's business.) 

The entry in the Cash Book for the above transaction may be made in either of the following ways: (1) Credit cash 
in the Cash Book for the amount of the check only, and write such an explanation of the entry as will prevent 
you from failing to charge Ames & Co. in the Journal at the close of the day, with the face of the debt; (2) or, 
credit cash in the Cash Book for the full amount of the debt and debit cash with the discount. The latter is the 
usual, and for some reasons, the better way, and the one which you are recommended to use in this month. 

Eeceive from Austin & Bro., City, their check in full for the invoice sold them Jan. 23. {Enter 
in Cash Book only.) 

Receive by freight from Jordan & Co., Boston, invoice dated J"an. 26, on account 60 da., 2^ 10 da., 
or 30-da. note in 10 da., 1^ : 100 pes., 4985 yds., Atlantic A, Sheeting; 50 pes., 2560 yds., 
Birmingham Ticking; 20 pes., 1150 yds., Merrimack Prints. {Enter in Accounts Payable Book 
only.) 

Before recording the above, enter in the Accounts Payable Book the invoices purchased on account during the 

preceding month, and note in the " when paid " columns, the payments which have been made on such bills. 

Also rule two red lines immediately under the last entry to separate the work of February from that of January. 

(See form of Accounts Payable Book on page 100.) 
In the absence of an Accounts Payable Book a sheet of foolscap paper, ruled in proper form, may be used. 

Number the invoices in regular order beginning with No. 1. 

Sell Brooks & Son, Akron, on account 30 da., \^ 10 da.: 5 pes. 220 yds., Washington Cambric; 
2 pes., 76 yds., York Denims; 4 pes., 128 yds., Waverly Suiting; 6 pes., 212 yds., Vermont C. 
Cheviot; 5 pes., 128 yds., Stevens Crash. {0. B.) 

Bemit Jordan & Co., Boston, a New York draft which you will purchase at Merchants Bank by 
check, for the amount of the invoice of Jan. 4. {C. B., Ck. B. & A. P. B.) 

» 

Record the payment in the *' When Paid " columns of the Account Payable Book. Bank makes no charge to you 
for exchange. 

Eeceive from James Saunders, Toledo, his note at 20 da. from Jan. 30, with interest at 6^, for 
the balance due on the invoice sold him Jan. 21, less 1^. {Enter in Journal and Bill Book.) 

Since the Bill Book is used in this set as a memorandum book only, it becomes necessary to make an entry in the 
Joiurnal for this transaction at this time. 

Deposit the check received from Austin & Bro., and all the currency on hand, excepting 10.00. 
{Ck, B. See note utider Jan. 26, page 95.) 

Receive by freight from H. B. Corwin & Co., NTew York, invoice dated Jan. 26; on account, 
30 da., 1% 10 da.: 15 pes., 802 yds., American Prints; 10 pes., 440 yds., Hamilton Stripe; 
5 pes., 201 yds., Manchester Gingham. {A. P. B.) 

Receive from Martin & Jones, City, cash for the balance due on the invoice sold them Jan. 25. 

A record of the day's business has now been made in the books of original entry. All purchases 
have been recorded in the Accounts Payable Book, all sales in the Order Book, all cash 
receipts and payments on account in the Cash Book, and a record of such transactions as did 
not properly belong in the above books has been made in the Journal. 

You will now make a summary of the debits and credits in the Journal from the above mentioned 
books of original entry, preparatory to posting the day's business. See form of Journal, page 99. 

From Accounts Payable Book. Sundry accounts Cr. : Jordan & Co., Boston, invoice No. 9, 
Jan. 26, I ; H. B. Corwin & Co., New York, invoice No. 10, Jan. 26, $ . 
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MEMORANDA OF TRANSACTIONS FOR FEBRUARY (Continued). 

From Order Book. Sundry accounts Dr.: R. D. Brown, Dansyille, N. Y., on account, BO da., 
$ ; Brooks & Son,, Akron, on account, 30 da., 1^ 10 da., I . 

From Cash Book. Sundry accounts Cr. : Austin & Bro., City, for invoice, Jan. 23, $ ; Mar- 
tin & Jones, City, balance of invoice, Jan. 25, $ . 

Sundry accounts Dr. : Ames & Co., Philadelphia, Check No. — for balance of invoice Jan. 20, 
less 1^, $ ; Jordan & Co., Boston, New York draft for invoice Jan. 4, $ . 

Balance and rule the Cash Book. 

You will next post the entfies m the Journal, as heretofore; next foot the debit and credit col- 
umns of your Journal, and take oflE an Abstract of the Ledger. 

*" Taking off an Abstract of the Ledger consists in collecting the debit and credit postings for the 
day, week, or month, from the Ledger, and arranging them in form similar to a trial balance, "" for the 
purpose of comparing the footings of such postings with the footings of the debit and credit columns 
of the Journal for the same period of time. "'^ If the footings of the abstract agree with the footings of 
the Journal, it is a proof that all the entries in the Journal have been posted, and to the proper sides 
of the Ledger. "' It is not, however, a proof that the entries have been posted to the right accounts. 
'"This can be determined only by reviewing the posting, which every careful book-keeper does in some 
way before considering his work complete. "'But an abstract is to a Single Entry Ledger what a 
Trial Balance is to a Double Entry Ledger, and is accepted in the same way as a proof of the correctness 
of the work. 

In business the entries are summarized daily or weekly, according to the nature and magnitude of 
the business, and an Abstract of the Ledger is usually taken off once a month. 

In the following work the student will summarize and post only when instructed to do so. Use 
the continued form of abstract as illustrated on page 99. 

2. Kenfield & Co., PlainHeld, return the draft sent them Jan. 30, accepted. The acceptance is dated 

Feb. 1, payable at Plainfield National Bank. (/. (6 B, B,) 

Sell Martin & Jones, City, ^ in cash, ^ on account 30 da., or 30 da. note in 10 da., Ij^; deliver 
goods: 10 pes., 450 yds., Washington Cambric; 10 pes., 540 yds.. Stark C. Duck; 3 pes., 100 
yds., Pontiac Seersucker; 6 pes., 150 yds., Kellog Flannel. As there are but 5 pes. of Wash- 
ington Cambric on hand, you will purchase of one of the other dry goods dealers in the city, 
enough of this article to enable you to fill the order, viz. : 5 pes., 245 yds., for cash, less 2^ off 
from your regular selling price. Keceive cash for one-half the amount of the invoice. (0. B. 
£ C. B.) 

The eDtry in the Order Book will charge M. & J. with the full amount of the purchase, and the entry in the Cash 
Book will credit them with the payment, the difference between which will show the halance due. Remember 
to make an entry in the C. B. for the goods bought to fill the order. 

Draw cash from the business for private use by check, 50.00. 

3. Remit H. B. Corwin & Co., New York, your check for the amount of their invoice of Jan. 6, 

less Ij^ discount. (C. B. <6 A. P. B.) 

Sell Kenfield & Co., Plainfield, terms, 30-da. draft: 10 pes., 505 yds., Atlantic A. Sheeting; 5 pes., 
302 yds., Birmingham Ticking; 5 pes., 204 yds., Bombay Gingham; 1 pc, 45 yds., Hamilton 
Stripe. Draw on Kenfield & Co., at 30 da. from date for the amount of the above invoice and 
send it to them for acceptance. {Make no entry for the draft until it is returned accepted.) 

4. Give Stevens & Co., your check for 15.00 in payment for 2 doz. assorted packing boxes. 

Sell Harper & Field, Rockland, on account 30 da., 1^ 10 da.: 2 pes., 75 yds., Dakota Jeans; 10 
pes., 580 yds., Bombay Gingham; 10 pes., 502 yds., Atlantic A. Sheeting; 5 pes., 295 yds., 
Kenwood Cottonade; 5 pes., 165 yds., Oxford Canton. 

Remit Jordan & Co., Boston, a New York draft, which you will purchase at bank by check, for the 
amount of their invoice of Jan. 26, less 2^. 

6. Receive from Martin & Jones, City, their note at 30 da. from date, for the balance of the amount 
of the invoice sold them on the 2nd inst., less 1^. {J. £ B. B.) 
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Receive by freight from Foster & Co., New York, invoice dated Fob. 1, 30 da., 2^ 10 da.: 50 pes., 
1880 yds., Dakota Jeans. 

6. Sell James Saunders, Toledo, on account, 30 da., 1^ 10 da.: 10 pes., 686 yds., American Prints; 
10 pes., 501 yds., Atlantic A. Sheeting; 5 pes., 305 yds., Birmingham Ticking. 

Pay Doyle Coal Co.'s bill for coal for store and ofiBce use, 26.50, by check. 

Draw cash from the bank by check for oflSce expenses, 20.00. {Enter in Check Book only,) 

Pay sundry expense bills for the week in cash 3.92; also pay book-keeper, 15.00, and clerks, 20.00 
in full for services to date. 

You will now make a summary in your Journal as instructed under Feb. 1, and post the entries. 

You need not foot the Journal at this time, nor take off an Abstract of the Ledger. 

8. Kenfield & Co., Plainfield, return the draft sent them on the 3rd inst., accepted, payable at Plain- 

field National Bank. {Enter the acceptance in the B. B,, and credit K, & Co. in the J,) 

Sell Jenkins & Curtis, Broomfield, on account, 30 da., 1^ 10 da.: 10 pes., 641 yds.. Stark C. 
Duck; 5 pes., 122 yds., Stevens Crash; 2 pes., 75 yds., Vermont C. Cheviot; 1 pc, 33 yds., 
Pontiac Seersucker. 

9. Sell Martin & Jones, City, cash, 2^; deliver goods: 3 pes., 181 yds.. Red Cross Silesia; 2 pes., 70 

yds.. Royal S. Flannel; 1 pc, 43 yds., Hamilton Stripe. Receive their check on Fir^ National 
Bank for the net amount of the invoice. 

Enter the above in the Order Book in the usual way, but do not extend the amount into the right-hand money colunm. 
Write the word *' Paid " across the entiy in the 0. B. Check the entry thus ^ in the C. B. 

10. Deposit Martin & Jones' check and all the currcAcy on hand excepting 5.00. Also leave at bank 

for collection, Kenfield & Co.'s acceptance due on the 14th inst. 

Remit H. B. Corwin & Co., New York, your check for the amount of their invoice of Jan. 15. 

11. Sell Phillips & Co., Unionville, on account, 30 da.: 5 pes., 296 yds.. Stark C. Duck; 5 pes., 265 

yds.. Paper Cambric; 5 pes., 224 yds., Pepperell Sateen; 10 pes., 446 yds., Passaic Prints; 5 
pes., 225 yds.. Piedmont C. Drills. 

12. Give Hilbert Truck Co. your check for 10.42 in full for freight and drayage charges to the 10th inst. 
Buy of Central Mfg. Co., City, on account, 30 da.: 2^ 10 da.; 10 pes., 612 yds.. Red Cross Silesia. 

r 

13. Sell Austin & Bro., City; ^ in cash, ^ on account, 30 da., 1^ 10 da.; deliver goods: 5 pes., 154* 

yds., Waverly Suiting; 10 pes., 448 yds., Passaic Prints. Receive cash for one-half the amount 
of the invoice. 

Pay cash to book-keeper, 15.00, and clerks, 25.00, in full for services to date; also pay sundry 
expense bills for the week, 2.38. 

Balance and rule the Cash Book, but do not bring the balance below the ruling, the reason for 
which will be explained later. 

Make a summary in your Journal and post the entries. Next foot the Journal from the date of the 
last footing, and take off an Abstract of the Ledger. {See 118-123, page 102,) Remember to include 
in the abstract the footings of such items only as have been posted since the last abstract was taken. 

It is presumed that the student has now had sufficient practice upon the simpler forms of single 
entry to admit of his taking up the more advanced and labor-saving methods. 

"^ It will be apparent to the thoughtful student that much time and labor could have been saved in 
the preceding work by posting direct from the books of original entry, instead of passing the entries 
through an intermediate book. "* To the extent that original books of entry are made principal books, 
to that extent is time and labor saved in keeping the books. 

But the average business man who has his books kept by single entry prefers to have the posting 
all done direct from one book, generally the Day Book or Journal, no matter how many other books of 
original entry there may be in the set. The reason assigned being that he has a convenient and contin- 
aons record of the personal debits and credits of his business in one book; and the book-keeper who 



104 THEORETICAL AND PRAC5TI0AL BOOK-KEEPING. 

MEMORANDA OF TRANSACTIONS FOR FEBRUARY (Continued). 

takes charge of such a set of books is required to keep them as he finds them, hence, the presence of 
the simple forms of single entry book-keeping in this work. 

Sometimes, however, the book-keeper is expected or requested to make such changes in the system 
as are labor-saving and practical, but not radical. 

The following modification of the preceding method is here introduced for the purpose of illus- 
trating a manner of improving a system of book-keeping without destroying the original structure. No 
additional books are employed and all the valuable features of the old system are preserved. The post- 
ing is done direct from the main books of original entry, viz. : Cash Book, Order Book, and Accounts 
Payable Book, and from the Journal which is used to contain such debits and credits as do not belong 
in the other above mentioned books. The Bill Book, Check Book and Ledger will be used as heretofore. 

"• For the purpose of demonstrating that the same form of book may be used in both single and 
double entry, the double entry form of Cash Book will be used for the remainder of this month, and 
in order to facilitate proving the posting, "' the left-hand money column on the left-hand page will be 
used for the receipts of cash on account, and "' the same column on the right-hand side for the pay- 
ments of cash on account. 

You will, therefore, carry the balance of cash as shown by your Cash Book forward to the first 
blank left-hand page and enter the amount in the second money column. 

"" Sometimes a separate Cash Book, called an Accounts Receivable Cash Book, is kept for the receipts 
on account when such receipts are numerous; and sometimes a petty cash book is kept as auxiliary to 
the main Cash Book. 

16. Receive by freight from H. B. Corwin & Co., New York, invoice dated Feb. 10, on account 30 da., 

1 5^ 10 da.: 20 pes., 915 yds., Washington Cambric; 10 pes., 262 yds., Stevens Crash; 10 pes., 

327 yds., Waverly Suiting. 

Before entering the above, rule two red lines across the money column in the Accounts Payable Book to separate 
this from the preceding work. Rule the Order Book in the same manner. 

Accept Foster & Co.'s draft at one day's sight for amount of their invoice of Jan. 12. (/. <& B. B.) 

16. Discount at bank Brooks & Son's note due on the 25th inst., and James Saunders' note due on the 

22nd inst., and receive credit for the face of the paper. Also receive credit for Kenfield & Co.'s 

acceptance, less 25 jJ collection, the draft having been collected. {C. B. £ Ok. B, ) 

The interest accnied on the above notes is so nearly equal to the discount that the bank credits your account with 
the face of the paper. This is a very common practice with banks in discounting interest bearing commercial 
paper. Extend the above amounts into the right-hand money column of the left-hand page, and the collection 
in the same column of the right-hand page. 

Receive from Jenkins & Curtis, Broomfield, a New York draft for the amount of the invoice sold 

them on the 8th inst., less 1^. 

Credit J. <& C. for full amount on left-hand side of C. B., extending the amount into the left-hand money colunm, 
and enter the discount on the opposite side of the C. B., extending the amount into the second money column. 

17. Sell James Saunders, Toledo, on account 30 da., 1^ 10 da.: 6 pes., 257 yds., York Denims; 5 

pes., 181 yds.. Royal S. Flannel; 5 pes., 291 yds., Kenwood Cottonade; 5 pes., 156 yds., Kellog 
Flannel. 

Receive by freight from Jordan & Co., Boston, invoice dated Feb. 12, on account 60 da., 2^ 10 
da.: 25 pes., 986 yds., York Denims. 

18. Sell Martin & Jones, City, ^ in cash; \ on account 30 da., \^ 10 da. : 4 pes., 135* yds., Tremont 

C. Flannel; 10 pes., 202 yds., Stevens Crash; 5 pes., 199 yds., Manchester Gingham. Receive 
their check for one-half the amount of the invoice. {0. B, <& C. B.) 

Deposit the draft received from Jenkins & Curtis on the 16th inst., and Martin & Jones' check. 

Discount at Merchants Bank, at 6 ^, your note for 500.00, drawn payable at 10 days after date, 
favor of D. W. Parsons, and endorsed by him for your accommodation. Have the proceeds 
placed to your credit. {C, B» d Qk. B,B.B.) 

Your note due to-day at bank has been paid by the bank, per instructions, and charged to your 
account. {C. B. <£ Ck. B.) 

19. Your acceptance due to-day at the bank, has been paid and charged to your account. 
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Sell Kenfield & Co., Plaiiifield, terms, 60-da. note: 10 pes., 685 yds., American Prints; 10 pes., 
375 yds., Dakota Jeans; 5 pes., 215 yds., Hamilton Stripe. (iVo entry required for the note 
until it is received,) 

20. Bemit Jordan & Co., Boston, a JJew York draft for the amount of their invoice of the 12th inst., 
less 2^. Buy the draft at Merchants Bank by check. 

Draw cash from the bank, by check, for oflSce expenses, 50.00. 

Pay book-keeper, 15.00, and clerks, 25.00, cash, in full for services. " 

You will now foot, balance, and rule the Cash Book. "* In doing so, carry the footing of the 
personal columns into the general columns. *" Next post direct to the Ledger from the Order Book, 
Accounts Payable Book, Journal and Cash Book. "' Debit each customer from the Order Book for the 
amount of his purchase and enter the page of the Ledger in the Order Book opposite the name, as a 
check mark. "* Credit the persons from whom you made purchases during the past week as shown by 
the Accounts Payable Book, and enter the page of the Ledger in the check column. "* Post from the 
Journal as heretofore. "* Post the items appearing in the personal column on the left-hand page of 
the Cash Book to the credit of the persons whose names appear opposite them, and check the entries; 
and "' debit the amounts in the same column on the opposite side of the Cash Book. 

The Ledger has now entered upon it all the personal debits and credits for the week. This result 
was accomplished with less labor and in less time than it would have taken by the other system, and 
there was less liability to mistakes. This is the system employed in all enterprising and progressive 
business houses, and it may be. applied to any set of books whether kept by Double or Single Entry. 

Next take off an Abstract of the Ledger. *" To prove the posting, compare the debit footing of the 
Abstract with the supa of the debit footing of the Journal, the footing of the debit (right-hand) 
personal column in the Cash Book, and the footing of the Order Book; and "'compare the credit foot- 
ing of the Abstract with the sum of the credit footing of the Journal, the footing of the credit (left-hand) 
personal column in the Cash Book, and the footing of the Accounts Payable Book. 

CHANGING FROM SINGLE TO DOUBLE ENTRY. 

To enable the student or book-keeper to change a set of books from Single to Double Entry, and 
also to illustrate more fully the difference between Single and Double Entry, the books will be changed 
at this point, and continued during the remainder of the month by Double Entry. 

It is believed that the student now fully comprehends that a Single Entry Ledger contains only 
a part of the accounts showing the resources and liabilities of the business, while a Double Entry 
Ledger contains all of the accounts showing resources and liabilities, as well as all of the accounts 
showing losses and gains. 

'^ Since the Ledger, when changed, should show all of the resources and liabilities of the business, as 
well afi the proprietor's present worth, and it now shows only a part of these, it will be apparent that a 
statement of the business is necessary at this time. 

'" You will therefore make a statement as instructed in the month of January. The following are 
schedules of the property on hand not appearing on the books, and found by taking inventory, which you 
will enter in proper form in your Inventory Book or Journal. Extend the merchandise at cost price. ^ 

Schedule A. — American Print?, 10 pes., 535 yds.; Atlantic A. Sheeting, 81 pes., 4134* yds.; 
Birmingham Ticking, 45 pes., 2239^ yds.; Bombay Gingham, 52 pes., 2060 yds.; Dakota Jeans, 43 
pes., 1613 yds.; Hamilton Stripe, 10 pes., 458 yds.; Kellog Flannel, 10 pes., 355 yds.; Manchester 
Gingham, 8 pes., 349 yds.; Merrimack Prints, 40 pes., 2137 yds.; Kenwood Cottonade, 30 pes., 1966 
yds.; Oxford Canton, 40 pes., 1150 yds.; Piedmont C. Drills, 51 pes., 2036 yds.; Pontiac Seersucker, 
9 pes., 263 yds.; Passaic Prints, 70 pes., 3142 yds.; Pepperell Sateen, 10 pes., 484 yds.; Paper Cambric, 
16 pes., 729 yds.; Red Cross Silesia, 15 pes., 928 yds.; Stark C. Duck, 5 pes., 420* yds.; Vermont C. 
Cheviot, 8 pes., 314 yds.; Waverly Suiting, 10 pes., 327 yds.; York Denims, 25 pes., 986 yds.; Wash- 
ington Cambric, 20 pes., 915 yds. • 

Schedule B. — Store and Fixtures, valued at 7000.00; Office Furniture, etc., 150.00, less 2^. 
"* The other resources and liabilities of the business may be determined by referring to the Ledger, 
Cash Book and Bill Book. 
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The net gain, as shown by your statement, should agree with the amount giyen below under the 
list number eoiTesponding to your own. ' 



K.r-r /^ A . ^. { No, 1. No, S. No. S. No, 4. No, 6, No, 6, No, 7. No, 8, No, 9. No, 10, 
NtT GAIN. < 



158.83 115.93 144.10 83.72 161.80 129.97 136.29 104.80 51.91 94.62 



Having now made out a statement and ascertained the net gain and the present worth, you will 
next proceed to change the Ledger to Double Entry. "' To do this it is only necessary to open such 
new accounts in the Ledger as will cause it to exhibit all of the resources and liabilities of the 
business as shown by the statement, and to credit the proprietor's account with the net gain or debit it 
with the net loss, so that that account will show the present worth. You will, thereforey open the fol- 
lowing new accounts in your Ledger: Mdse,, Real Estate, Office Furniture, Bills Receivable, Cash, and 
Bills Payable, Debit each resource account for the amount it represents, as shown by the statmnent, 
and credit the liability account for the amount it represents, as shown by the statement. Next credit the 
proprietor's account for the amount of his net gain. Give each new account one-fourth of a page space. 

'" Your Ledger is now in balance, if the work has been correctly performed, because all the resources 
are on the debit side, and all the liabilities and present worth, which is the difference between the 
resources and liabilities, are on the credit side. 

"* You will next take a trial balance of your Ledger to prove the correctness of your work. You will 
observe that your Ledger does not contain all of the accounts which usually appear in a Double Entry 
Ledger, such as Interest and Discount, Collection and Exchange, etc. This is due to the non-appear- 
ance of such items in your statement. These accounts will appear in the Ledger later on, and will be 
opened as occasion demands. 

"• In business, when the books have been kept by Single Entry, it is often impossible to obtain a 
correct statement of the resources and liabilities at any given time, owing to the incompleteness of that 
system; and hence "Hhe net gain or net loss of the business for that period, and the proprietor's present 
worth, as shown by the statement, will not correctly represent the facts. For instance: "* If a note had 
been issued, and no record made of it in the Bill Book, and the note was unpaid and not thought of at 
the time of making the statement, the liabilities would be the amount of the note too small. *^ This 
omission would have the effect of increasing the net gain or decreasing the net loss, which in turn would 
make the present worth greater than it should be, or the net insolvency less than it should be. **^ The 
omission of a resource at the time of making a statement would have just the opposite effect of the above 
results. 

"* There are two ways of correcting such omissions. "• One way is to change the statement at the 
time the omission is discovered, and then make the necessary changes in the Ledger. ^" The other and 
better way is to make such an entry in the Journal, or other principal book, as will cause the account to 
which the omitted item belonged to show its true relation to the business, and the proprietor's account 
to show his true present worth, so far as it can be determined at that time. "*If a resource had been 
omitted from the statement, debit the account to which it belonged and credit the proprietor's account; 
'"if a liability, debit the proprietor and credit the liability. *" The advantage of the second method will 
be apparent when it is stated that several items are liable to be omitted from the statement; and the omis- 
sion may not be discovered until sometime after the books have been changed to Double Entry. "'If 
these items were discovered at different times, as is generally the case, it would necessitate changing the 
statement that number of times by the first method, while by the second only so many entries on the 
Double Entry books would be necessary. 

"' It is necessary to debit or credit the proprietor's account, as the case may be, for the amount of the 
omitted item, or items, for two reasons: "" First, to cause his account to show his true worth at the time 
of changing the books, and second, "*to be able to determine the actual gain or loss for the period 
following the change. *" This is very important in case a partner had been admitted at the time the 
books were changed. "' If the Loss and Gain account had been debited or credited for the omitted 
items, as is sometimes done, that account would not show the actual gains or losses for the period during 
which the account remained open, and "* the new partner would be debited with a greater net loss or 
credited with a greater net gam than he should be. 

"* The records for the remainder of the month will be made in accordance with the principles of 
Double Entry. No additional books will be required and no change will be made in any of the books 
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excepting the Cash Book, in which the left-hand money column on each page will be used as an item 
column, the same as in the ordinary Double Entry Cash Book illustrated on pages 76 and 77. 

"* The posting will be done direct from the Order Book, Cash Book and Journal, as in the months of 
November and December, and from the Accounts Payable Book as in the preceding week. 

"" Posting could be done from the Bill Book and Check Book, thereby making every book in the set 
a principal book, and thus reducing still further the labor of keeping the books. But while this is 
sometimes done, most business men prefer to treat the Bill Book and Check Book as auxiliary books, 
and pass the entries in them through the Journal or Cash Book to the Ledger. 

MEMORANDA OF TRANSACTIONS FOR FEBRUARY (Continued.) 

22. Receive by freight from H. B. Corwin & Co., New York, invoice dated Feb. 15; terms, 30 da., 
1^ 10 da.: 10 pes., 355 yds., Eoyal S. Flannel; 20 pes., 552 yds., Stevens Crash; 20 pes., 786 
yds., Vermont C. Cheviot. {A, P, B. only.) 

Eeceive from Austin & Bro., City, their check for the balance of the invoice sold them on the 
13th inst., less 1^. (C. B. Credit A. £ Bro. and debit Mdse.) 

Sell Armstrong & Eddy, Olean, terms cash, less 2^: 3 pes., 118 yds., Manchester Gingham; 10 
pes., 580 yds., Merrimack Prints; 5 pes., 290 yds., Kenwood Cottonade; 6 pes., 248 yds.. Wash* 
ington Cambric; 5 pes., 160 yds., Oxford Canton. Eeceive a New York draft, their favor and 
endorsed by them, for the net amount of the invoice. (0. B. and 0. B, Enter only the net 
amount of the invoice in the C. B. and extend the same into the toted column of the 0. B. Chech 
the entries in both books, to prevent their being posted.) 

Deposit all the cash on hand, including the check and New York draft. {Ck. B.) 

Your note due to-day at bank has been paid and charged to your account. (C. B. and Ck. B.) 

28. Sell Martin & Jones, City; i in 30-da. note; i on account, 30 da., 1^ 10 da.: 10 pes., 442 yds., 
Passaic Prints; 11 pes., 450 yds.. Piedmont C. Drills; 5 pes., 185 yds., York Denims; 5 pes., 
255 yds., Atlantic A. Sheeting; 2 pes., 90 yds., Bombay Gingham. Beceive their note as per 
above terms, payable at First National Bank. (0. B.,J. S B. B.) 

Receive from Kenfield & Co., Philadelphia, their 60-da. note in payment of the invoice sold them 
on the 19th inst. (J. <& B. B.) 

24. Discount at Merchants Bank, at 6^, the draft received from Kenfield & Co., on the 8th inst. and 
the note received from them on the 23rd inst. Bank charges 75^ collection in addition to the 
discount. {Debit Expense for tlie collection on the above draft.) 

Eeceive by freight from Jordan & Co., Boston, invoice dated Feb. 19, terms -J in 30-da. note; ^ on 
account, 1% 10 da.: 25 pes., 850 yds., Tremont C. Flannel; 20 pes., 915 yds., Pepperell Sateen. 
Make vour note dated Feb. 19, for one-half the amount of the above invoice and remit it to 
Jordan & Co., as per above terms. ( A. P. B. & J,B.B.) 

85. Sell E. D. Brown, Dansville, terms, i in 30-da. note; i on account, 30 da., 1^ 10 da. : 10 pes., 504 
yds., Atlantic A. Sheeting; 10 pes., 608 yds., Birmingham Ticking; 10 pes., 575 yds., Bombay 
Gingham; 5 pes., 190 yds., Dakota Jeans; 5 pes., 285 yds., Kenwood Cottonade; 2 pes., 66 yds., 
Pontiao Seersucker. (Order Book only.) 

Sell Bardwell & Co., City, terms, cash, 2^: 10 pes., 535 yds., American Prints; 10 pes., 458 yds., 
Hamilton Stripe; 10 pes., 355 yds., Kellog Flannel; 5 pes., 231 yds., Manchester Gingham; 
8 pes., 314 yds., Vermont C. Cheviot. Eeceive their check on Exchange National Bank for the 
net amount of the invoice. {See instructions under sale to Armstrong <& Eddy above.) 

Sell Austin & Bro., City, terms, cash 2j^: 10 pes., 327 yds., Waverley Suiting; 5 pes., 420* yds.. 
Stark C. Duck; 7 pes., 197 yds., Pontiac Seersucker; 20 pes., 1015 yds., Atlantic A. Sheeting; 
25 pes., 1143 yds., Passaic Prints. Eeceive their check on Traders Bank for net amount of bill. 

26. Give Hilbert Truck Co. your check for 15.84, in full for freight and drayage charges. {Mdse.) 

Sell Dodd, Beadle & Co., City, terms cash, 3^: 46 pes., 2360' yds., Atlantic A. Sheeting; 35 pes., 
1631* yds., Birmingham Ticking; 40 pes., 1395 yds., Bombay Gingham; 38 pes., 1423 yds., 
Dakota Jeans; 30 pes., 1557 yds., Merrimack Prints. Eeceive their check on Merchants Bank 
for the net amount of the invoice. 
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MEMORANDA OF TRANSACTIONS FOR FEBRUARY (Continued.) 

26. Pay, by check, H. B. Corwin & Co.'s sight draft on you for the amount of the invoice bought of 

them Jan. 26. (C. J9., Ck, B. S A. P. B.) 

27. Eeceive from E. D. Brown, Dansville, his note at 30 ^a. for one-half the amount of the invoice 

sold him on the 25 th inst. 

Sell Austin & Bro., City, terms, 10-da. note, 1^: 15 pes., 667 yds., Washington Cambric; 20 pes., 
801 yds., York Denims; 20 pes., 786 yds., Vermont C. Cheviot; 20 pes.,, 552 yds., Stevens 
Crash; 15 pes., 928 yds., Eed Cross Silesia; 15 pes., 729 yds.. Paper Cambric; 10 pes., 484 yds., 
Pepperell Sateen. Receive their note for the net amount of the invoice. {0. B. <£ J.) 

Sell Martin & Jones, City, terms, 30-da. note: 10 pes., 355 yds.. Royal S. Flannel; 35 pes., 1557 
yds., Passaic Prints; 40 pes., 1586 yds.. Piedmont C. Drills; 35 pes., 990 yds., Oxford Canton; 
10 pes., 1391 yds.y Kenwood Cottonade; 20 pes., 915 yds., Pepperell Sateen; 25 pes., 850 yds., 
Tremont C. Flannel. Receive their note for the amount of the invoice. 

Sell Amos Jennings the store and lot for 6700.00; office furniture, etc., 100.00; and good-will for 
50.00. Receive his check on Traders Bank for full amount. {Credit the amount received from 
the sale of good-will to Loss and Oain^) 

Deposit the checks received from Bardwell & Co., Austin & Bro., Dodd, Beadle & Co., and Amos 
Jennings; also, draw currency from bank by check, for office use, 50.00. 

Pay cash to book-keeper, 15.00, and clerks, 25.00, in full for services to date; also sundry expense 
bills, 1.50. 

Foot, balance and rule the Cash Book, and foot and rule the Order Book and the Accounts Payable 
Book. Next post the entries for the week. Post the footing of the Order Book to the credit of Mdse., 
and the unchecked entries in that book to the debit of the parties to whom the sales were made. Post 
the footing of the Accounts Payable Book to the debit of Mdse. and credit the parties of jvhom the 
purchases were made. Post from the other books the same as heretofore. 

Having sold out your stock of goods and disposed of your store and business, you will now make 
a balance sheet, preparatory to closing the books. As there is no property on hand to inventory, all of 
the resources and liabilities of the business are shown in the Ledger. 

The net gain, as shown by the summary of your balance sheet, should agree with the amount 
given below, under the list number corresponding to your own. 

NLI bAIN. 1334 12 250.75 310.10 171.52 362.04 345.90 331.56 302.37 202.72 268.85 

Next close all of the accounts in the Ledger. Do not bring down the balances below the rulings 
as this Ledger is not to be used in settling up the business. In business in cases of this kind the regu- 
lar books would be filed away for future reference, while the unsettled accounts would be transferred 
to a small ledger, usually of pocket size. Some carry the balances only of the accounts to the pocket 
ledger, while others enter all the unpaid items of all unsettled personal accounts, and of such accountfi 
as Bills Payable and Bills Receivable, together with the necessary explanations. 

QUESTIONS. 

Page 98. — Describe the Accounts Payable Book and explain its use. Describe the Order Book 
and explain its use. How is the Journal used in February? Page 102. — What is an Abstract of 
Ledger? Of what is it accepted as proof ? Page 105. — How is the posting done from the Order Book, 
and Accounts Payable Book in Single Entry, when these books are used as principal books? "•*"*" What 
should be done preparatory to changing books from Single to Double Entry? From what sources do 
you get the information necessaiy to make out a statement? What does a statement show? Page 
106. — "' What is it necessary to do to change books from Single to Double Entry? *" Why should the 
Ledger be in balance after the above steps have been taken? ""■*" What effect would the omission of a 
resource or liability from the statement have upon the net gain or net loss? "'"*"How would you 
correct such omissions? "•■*'* Why is it necessary to debit or credit the proprietor's account for the 
omitted items? Could you find your Net Gain or Net Loss if you did not know how much you were 
worth at commencing ? Could you find your Present Worth? 
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' The Special Column Journal is a Journal provided with special or separate columns for those 
items which occur most frequently in the business. 

' The advantage of using this form of Journal is in the saving of time and labor by not posting to 
the accounts the separate items which are carried to the special columns, ' the footings only of these 
columns being posted daily, weekly or monthly, as desired. 

* All items for which no special columns are provided are placed in the General or Sundries column, 
and each item is posted separately, as in the ordinary form of Journal. *The number of special 
columns is not, however, limited. 

In the form illustrated on page 110 two special columns. Cash and Mdse., are used on each 
side of the Journal. *Any account, entries in which occur with suflScient frequency, either upon the 
debit or credit side, to make it desirable, may have a special column provided for it. In many kinds 
of business it is desirable to provide a special column for Expense upon the debit side of the Journal. 

' The columns are to be footed at the bottom of each page, and proved before being carried forward 
to the next page. , ' The sum of the three columns upon the debit side of the Journal must equal the 
sum of the three upon the credit side. 

• In extending the amounts, particular care must be exercised, or errors will be made by extending 
amounts to the wrong columns. """ The Ledger would not balance if a special column item were by 
mistake placed in the Sundries column, or a Sundries column item in a special column, because in the 
first case the amount would be omitted, and the Ledger would be out of balance the amount of the item. 
In the second case it would be posted twice, and the Ledger would also be just the amount of the item 
out of balance. 

" This form of Journal may be used to advantage in almost any kind of business, and " in connect 
tion with almost any set of books. 

" The bank account will be kept in the Ledger in this set, instead of on the stub of the Check Book, 
as in the preceding sets. "The bank is debited when a deposit is made in the bank. "The bank is 
credited when a check is drawn upon^the bank. " The checks drawn by other persons which come into 
your posession should be treated as cash. " Debit cash when you receive such checks, and " credit cash 
when you dispose of them. '" Kemember, however, not to treat your own checks as cash. 

The books to be used are the Special Column Journal, Bill Book and Ledger. 
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Commenced business this day with the 

following resources: 
Cashy on hand^ 
R. L. Marrin, owes on acct.. 
Bills Eeceivable, note .made by D. T. 
Harris at 2 mo. from Feb. 28, pay- 
able at Traders Bank. 
Beal Estate, store and lot 315 E. Main St. 
To Student, net investment. 

2. 
Mdse., To Bills Payable, 

Bot. of M. S. Watson on my note at 
30 da., 100 bbls. Flour @ 5.75. 

3. 
Expense, To Cash, 

Paid for premium on insurance on 
store and contents, 3,500; pr. 2^. 

4. 
Mdse., To H. J. Brown, 

Bot on acct., 1000 bu. Com, @ 60^. 

5. 
R. W. Johnson, To Mdse.. 

Sold on acct. 100 bbls. Flour, 7.00. 

6. 
Cash, To Mdse., 

Sold 100 bbls. Flour, @ 6.90. 

Forward, 
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Merchants Bank, To Cash, 

Deposited currency. ^ 

9. 
Mdse. , To Merchants Bank, 
Bot. of H. J. Brown, by check, K 1, 
1200 bu. Oats, @ 40^. 

10. 
Cash, To Mdse., 
Sold 100 bu. Com, @ 70?J. 

Cash, 
Mdse., 
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MEMORANDA OF TRANSACTIONS FOR MARCH. 

4 -Commence business this day with the following resources and liabilities: Resoubces: Gash on 
hand, 3000.00; on deposit in College Bank, 4000.00; 100 bbls. Flour, @ 8.00; C. D. French's 
note, dated Feb. 4th last, at 30 days, 200.00; Jas. Harris owes on ^, 500.00. Liabilities: 
Your note favor of Geo. Wells, dated Dec. 11 last, at 90 days, payable at College Bank, with 
interest, 500.00; interest accrued, 83 days on above note; due Hill & Co., on ^, 375.00. 

5. Buy of White Bro's, on % 50 bbls. Pork, @ 15.00; 25 bbls. Beef, @ 17.25. ^ 

6. Give Hill & Co. your check on College Bank, to apply on % 100.00. {See 13 to 19, page 109.) 

Sell 0. W. Jones, on % 25 bbls. Flour, @ 9.00; 15 bbls. Pork, @ 16.50. 

7. Deposit cash in College Bank, 500.00. (See 14, page 109,) Sell for cash, 15 bbls. Beef, @ 18.75. 

8. Buy of Geo. J. Marsh, on your note at 15 days, 50 bbls. Beef, @ 17.25. {See 7 and S, page 109.) 

9. Eeceive cash for a note due to-day. Pay White Bro's cash on ^, 500.00. 

11. Sell R. J. Barton, 20 bbls. Beef, @ 18.50; 25 bbls. Flour, @ 9.00; receive cash, 300.00; balance on <5fe. 

12. Pay cash for set of office books and stationery, 25.00. Deposit cash in College Bank, 1000.00. 

13. Receive cash of 0. W. Jones, on % 250.00. 

14. Your note and the interest upon it, 7.75, due to-day, has been charged to your ^ at College Bank. 

15. Buy a safe for office use, and pay for same by check on College Bank, 225.00. {See IS, page 109,) 

16. Sell 0. W. Jones, 25 bbls. Beef, @ 18.50; 25 bbls. Flour, @ 9.25; receive his note at 10 days, with 

interest, payable at City Bank, 500.00; balance on ^. 

18. Receive cash of Jas. Harris, on ^, 200.00. Buy for cash, 25 bbls. Pork, @ 15.00. 

19. Sell H. A. Strong, on his note at 60 days, 25 bbls. Pork, @ 16.25. 

20. Sell for cash, 10 bbls. Pork, @ 16.50. Draw cash from the business for your private use, 60.00. 

21. Sell for cash, 15 bbls. Beef, @ 18.50; 10 bbls. Pork, @ 16.25. 

22. Give White Bro's your check on College Bank, to apply on ^, 300.00 

23. Sell for cash, 10 bbls. Flour, @ 9.25; 5 bbls. Pork, @ 16.25. 

26. Buy of White Bro's, on ^ 25 bbls. Beef, @ 17. 25., Receive cash of Jas. Harris, to balance % 300.00. 

26. Pay your note due to-day in cash. Receive cash of 0. W. Jones, on ^,222.50. 

27. Buy of Geo. J. Marsh, on your note at 25 days, payable at College Bank, 50 bbls. Pork, @ 15.00. 

28. R J. Barton has compromised with his creditors at 25 ^; settle his ^ on that basis, receiving cash. 

29. Get H. A. Strong's note, received 19th inst., discounted at College Bank, and receive cash for the 

proceedE. Receive cash for a note, with interest, due to-day. 

30. Sell D. B. Oliver, on % 20 bbls. Pork, @ 16.25; 10 bbls. Beef, @ 18.50. Pay salaries, 60.00, and 

rent of store, 50.00, in cash. 

INVENTORIES, MARCH 30, 189-. 

15 bbls. Flour, @ 8.00; 40 bbls. Pork, @ 15.00; 15 bbls. Beef, @ 17.25. Office safe, at cost. 

You may now balance the Journal as illustrated on page 110, and post the foregoing transactions. 
Post the totals only of Cash and Mdse., as shown by the footings of those columns, — the footings on 
the left-hand side to the debit, and the footings on the right-hand side to the credit of those accounts. 
All items in the Sundries columns are to be posted separately, as in the ordinary Journal. 

After you have finished posting, make out a balance sheet and close the Ledger. Your statement 
should show a Present Worth of 7534.74. 

QUESTIONS. 

Page 109. — * Describe the Special Column Journal. • What is the advantage of its use? " How is 
this advantage secured? * What disposition is made of items for which no special columns are pro- 
vided? * Is the number of special columns limited? ' Upon what does the opening of a special column 
for any particular item depend? ' How frequently are the items to bo footed and proved? " How are 
they to be proved? 'What error is to be particularly guarded against? "What would be the effect 
upon the Ledger if a special column item were extended to the Sundries column? Why? " If a Sundries 
column item were extended to a special column? Why? *""" When may this form of Journal be used 
to advantage? " Where is the bank account kept in this set. **^** When is the bank debited, and when 
credited? " How are the checks of other persons treated, that come unto your possession? **"" Give the 
rules for journalizing such checks. " Are your own checks treated as cash in this set? Why not? 

Page 111. — ^^ How is the Journal balanced? " How is the posting done? 
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' The following set is designed to illustrate a simple and practical set of book-keeping for a retail 
business. ' It is especially adapted for use in Betail Groceries^ Markets, Shops, etc. 

• The Books Used are Order Book, Cash Book, Journal, Accounts Payable Book, Petty or Custo- 
mers' Ledger, and Main Ledger, as principal books; and Check Book, as auxiliary. * Other books, 
as Petty Cash Book, Receiving Book, Clerks' Sales Record, Department Sales Book, Department Saks 
Ledger, Abstract Books, etc., are also kept in large retail houses. 

^ The Order Book used in most retail houses is a cheap, coarse book, made usually with a page 
about twelve inches long and five inches wide, and lies upon the counter during business hours. * Goods 
to be delivered, that are paid for when ordered, are entered regularly in the Order Book, and the word 
" Paid " is written across the order, but the amount is not extended into the outside column. ' If not 
paid for, the amount is extended into the outside column, and the items are entered in the purciiaser's 
account in the Customers' Ledger, at the close of the day's business, or at such other time as it may be 
convenient to post from this book. ' At the close of the day's business, or at the end of the month, 
the outside money column of the Order Book is footed, and the footing, which represents the credit 
sales of Mdse. for that period, is posted to the debit of Accounts Receivable in the Main Ledger, and 
to the credit of Mdse. * Some prefer to make a Journal entry for the footing of the Order Book, 
especially when it is footed daily. " When this is done the Journal is usually provided with special 
columns for these items, the footings of which are posted monthly. {See form of Order Book, page 98.) 

" Some retail houses have two sets of Order Books. *' One set for use on Mondays^ Wednesdays, 
and Fridays, and " the other set for use on Tuesdays, Thursdays, and Saturdays. " When this is done 
the books used in the store on one day are examined, checked, and posted in the office on the next. 
** Again, other retail houses use blank order sheets instead of order books. " These order sheets are 
put up in pads of 60 or 100 each, and lie upon the counters. *' When an order is received it is entered 
upon one of these order sheets. *' When the order has been filled and the goods sent to the delivery 
department, the order sheet is sent to the office, " with the date of delivery, and such other information 
as may be required, written or stamped upon it. '* As these order sheets reach the office, the ones 
marked "Paid" are filed away among the *' Paid Orders," and '* those that are not marked paid are 
entered in detail in the purchasers' accounts in the Customers-' Ledger. , 

•' After the unpaid orders have been posted, the order sheets, or charge tickets as they are some- 
times called, are put on a spindle or into a clip, until the close of the day's business, '* when they are 
footed, and an entry made in the Journal, ''Accounts Receivable to Mdse." for the amount of the 
footing. '* These charge tickets are filed away in a safe and convenient place, those having the same 
date, or sometimes those having the same name, being filed together. 

" The Petty or Customers' Ledger is, generally, a medium sized book, ruled like an ordinary 
Journal, and contains accounts with customers only, " The purchases and payments of customers are 
entered in detail in this book, '^ the former from the Order Book or Charge Tickets, and " the latter 
from the Cash Book or Cash Credit Tickets. " From a Ledger kept in this way, an itemized statement 
of a customer's account can easily be made at any time. *^ Such statements are rendered monthly in 
most retail houses. {See form of Customers^ Ledger, page IH.) 

'^ As a part of the accounts of the business are kept in the Customers' Ledger, an account, called 
"Accounts Receivable '* is opened in the Main Ledger, "to represent these customers' accounts, and 
•• to keep the Main Ledger in balance. "* The left-hand side of the Accounts Receivable account repre- 
sents the debit side of the Customers' Ledger, and " the right-hand side of that account represents the 
credit side of the Customers' Ledger. " The difference between the sides of the Accounts Receivable 
account in the main Ledger shows at any time the amount owing from customeps. 

•* The Customers' Ledger being kept by single entry, does not, of course, balance. " It may be 
proved, however, as follows: Find the difference between the sides of the Customers' Ledger, and com- 
pare it with the difference between the sides of the Accounts Receivable account in the Main Ledger; 

lid 



»4 
ftft 
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the differences should agree. " This is not, however, an absolute proof of the correctness of the Cus- 
tomers' Ledger, *°as errors might have been made in posting to the wrong accounts, which would not be 
disclosed by the above test. 

The Pass Book. *' It is customary for some retailers, especially those engaged in the grocery or 
market business, to furnish each regular customer a pass book, " which is usually pocket size, and ruled 
like an ordinary Day Book. {See form of Pass Book, page 115,) 

** When an order is left at the store to be delivered, the pass book is usually left with the order, and 
when the goods are delivered the pass book is returned, with the proper charges entered in it. 

** When the items are entered in the pass book it is unnecessary to post in detail in the Customers' 
Ledger, **the date, amount, and explanation **per Pass Book" or "per P. B.," being sufficient. 
*• But orders are often received and charged in the absence of the pass books, *^ when the items should, 
of course, be posted in detail in the Customers' Ledger; and "the details weuld indicate "not on Pass 
Book." ^'Then when the pass book is left at the store to be " written up," the book-keeper copies from 
the Customers' Ledger only the detailed charges, and " then tests the footings of the pass book, with 
the footings of the account in the Ledger, which should agree. 

" When pass books are used no bills are rendered for the month, as *^ the pass book is a statement 
of account in itself. *' The page of the customer's account in the Ledger is usually written in large 
figures on the cover of the pass book, together with the customer's name, which enables the book-keeper 
to turn to the customer's account without consulting the index. 

Pass books will not be used in this set, but the Customers' Ledger will be kept as if they were used. 

The Cash Book need not differ from the ordinary double entry form already illustrated. " The 
one used in this set, however, is arranged with special columns, for the purpose of classifying somewhat, 
the receipts and payments of cash, and to facilitate the work of posting. *' There are two special col- 
umns on the left-hand side, and two on the right. " The first money column on the left-hand side is 
used for the payments made by customers on account, and is headed *• Accounts Receivable." *• The 
items in this column are posted daily to the credit of their respective accounts in the Customers' Ledger, 
and •• the column is footed daily, weekly, or monthly, as desired, and the footing is posted to the credit 
of Accounts Receivable in the Main Ledger. (See form y Cash Booh, pages 114, 115.) 

The second money column is used for the daily '^ash sales of Mdse,, and is headed "Mdse." 
The items in this column are not posted, but are checked thus / when they are entered, to prevent 
their being posted. " The column is footed, however, at the end of the month, or whenever the Cash 
Book is balanced, and the footing is posted to the credit of Mdse. in the Main Ledger. 

" The first money column on the right-hand side of the Cash Book is used for cash payments made 
for carrying on the business, and is headed "Expense." 

" The second money column on the right-hand side is used for the cash purchases of Mdse., and is 
headed " Mdse." " The footings only of these two special columns are posted, and the items checked. 
•• The third money column on each side of the cash book is used for such items as do not belong in 
the special columns, and also for the footings of the special columns. " These columns are headed 
" General," and the items which appear in them are posted daily to the Main Ledger. " The footings of 
the General columns are not posted, as no cash account is kept in the Ledger in this set. 

" The Cash Book need not be closed oftener than once a week or once a month, but " it should be 
proved every day. 

The Journal used in this set is the same in form as the one used in the month of February. 
In it are recorded such transactions as do not properly belong in the other books. 

The Check Book is an auxiliary book, and is used the same as in preceding sets. 

The Accounts Payable Book is used partly as a principal and partly as an auxiliary book in 
this set. ^'When an invoice is received it is recorded in the Accounts Payable Book, and no other entry 
is made for the purchase until the goods are paid for. "At that time the payment is recorded in full in 
the "When Paid" section of the Accounts Payable Book, and an entry is made on the main books 
debiting Accounts Payable for the face amount of the invoice. 

At the end of the month, or whenever it is desired, the Accounts Payable Book is footed, and 
the footing is posted to the debit of Mdse. ^, and *' to the credit of Accounts Payable ^, in the 
Main Ledger. '^ The Accounts Payable account shows at that time the amount owing by the business 
on Mdse. purchases; and '^the Accounts Payable Book shows to whom payments are due on such 
purchases. " In some retail houses it might be found desirable to keep a Purchase Ledger in connec- 
tion with the Accounts Payable Book. 
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CASH BOOK. 

APRIL, 189-." 



DATI 


:. 


FoUo. 


I.KDGBR AOCOUNT. 


EXPIiANATION. 


AOCOUMTS 
RECEIVABLE. 


MBSB. 


OEITERAL. 


189-. 






















Apr. 


1 


J. 


Student, 




Invested, 










1000 


00 




2 


v/ 


Mdse., 




Gash sales for day. 






28 


10 








3 


21 


Mrs. W. K. Greene, 


On account. 


5 


00 












3 


v/ 


Mdse., 




Gash sales for day, 






15 


27 








4 


x/ 


Mdse., 




Dis., B. & Go.'s in v., 2^ 






3 


13 








4 


^/ 


Mdse., 




Gash sales for day, 






13 


20 








5 


20 


E. M. Fowler, 




On account. 


1 


70 












5 


18 


E. L. Johnson, 




To balance acct.. 


4 


60 












5 


v/ 


Mdse., 




Gash sales for day, 






45 


25 








6 


15 


E. F. Dewey, 




On account. 


7 


50 












6 
8 


49 
56 


llf /lop 




ryHflll Rfl.1Pfl 






53 


87 
82 








Accounts Rec, 
Mdse., 

Balance, 


(Cr.) 
(Cr.) 


Total collections. 
Total for week. 

On hand. 


18 


80 


18 
158 


80 






158 


82 






1177 


62 


Apr. 






935 


04 



CUSTOMERS' LEDGER. 

J. W. MOORE, 13 Temple Street. 



189-. 
Apr. 


2 
5 


Mdse., per P. B., 

10 lb. A. Sugar, •«; 4^ lb. G. Fish, »«; 2 lb. J. Goffee, '« ; 

4 lb. Crackers, *<>; 5 gal. K. Oil, "; 4 bu. Potatoes, 2**, 


2 
2 
3 


28 
01 
55 








6 


Gash, 






5 


00 




8 
11 


Mdse., per P. B., 2i«; (9) Mdse., per P. B., 2«% 

10 lb. G. Sugar, 1«»; 2 qt. Oysters, ««; 1 pkg. Pepper, ««; 

2 lb. J. Tea, li»; 1 Lemon ex., ««; 5 Butter, 1»«, 


4 

1 
2 


37 
90 
55 








12 


Gash, 




66 


11 


66 




16 


16 


66 











The above illustrates the form of Ledger referred to in 25, page 112 ; also the manner of keeping 
a customer's account in such a Ledger. It will be observed that the left-hand money column is used 
for debit amounts, and the right-hand money column for credit amounts. The items are short-extended 
until the line is filled, when the sum of the items on that line is entered in the money column. Two 
or more dates may be entered on one line, thereby economizing space. 

Some retail dealers prefer the ordinary form of Ledger for this purpose, and enter only one item 
on a line, placing both debit and credit amounts in the same money column, as in the pass book. {See 
form of pass book, page US.) In that case when the left-hand half of the page is filled, the right-hand 
half is used for the same purpose. 



BETATTi 



APRIL. 



115 



CASH BOOK. 

APRIL, 189-. 



DATE. 


Folio. 

\/ 

48 

5 
/ 

50 
56 

1 

1 

1 

» 
• 


LEDGER ACCOUNT. 


EXPLANATION. 


EXPENSE. 

1 


MDHE. 


OENSBAL. 


189-. 
Apr. 


1 
3 
4 
4 
5 
6 
6 


Expense, 

Mdse., 

Accounts Payable, 

Expense, 

Mdse., 

Student, 

Expense, 

Expense, (Dr.) 

Mdse., (Dr.) 

1 

Balance, 

1 


Set of books, ck. H 1, 
Potatoes t4, Cabbage $2, 
Brown & Co., Inv. f 3, 
Exch. on dft. to B. & Co., 
Freight and drayage. 
Private use. 
Pay roll for week. 

Total for week. 

Total for week. 

In safe, 35.04 
" bank, 900.00 


1 

14 
33 


25 
50 

00 

75 


6 
12 


00 
35 

35 


156 

20 

47 

18 


48 
00 




47 


75 






18 


35 






242 
935 


58 
04 




1 






1177 


62 




1 









PASS BOOK. 



189-. 
Apr. 



J lb. Java Coffee, 
1 lb. G. P. Tea, 

1 sack Flour, 
10 lb. A. Sugar, 

4 J lb. C. Fish, 

2 lb. J. Coffee, 

5 gal. K. Oil, 
4 lb. Crackers, 
4 bu. Potatoes, 



Forward, 




189-. 



Apr. 



6 



8 



Forward, 
Cash, 

Balance, 

2 Brooms, 

2 bu. Apples, 

1 lb. Baisins, 

1 doz. Eggs, 

1 cake Chocolate, 



7 
6 



84 
00 

8^ 
50 
00 
12 
23 
25 



The above is designed to illustrate two pages of a customers pass book, showing the usual way in 
which such a book is kept. 

The book is footed at the bottom of each page, and the footing curried forward until a payment is 
made, when it is deducted, and the balance brought down. 

The customer's name and the page of his account in the Ledger are generally written on the cover 
of the pass book. 
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MEMORANDA OF TRANSACTIONS FOR APRIL 

MONDAY. APRIL 1, 189-. 

Commence the Retail Qrocery business with the following resources: Cash on hand, 500.00; on 

deposit in Traders National Bank, 2000.00; U. S. Bonds, on deposit in Traders National Bank, as 

collateral security for deposit account overdrafts, 3000.00; horse, wagon, harness, etc., per inventory, 

450.00; furniture and fixtures, per inventory, 260.00. (Enter the entire investment in the Journal and 

check the cash item; enter the cash on hand and in hank in the Cash Book and check the item, see C, 

B, page IH; enter the amou7it on deposit in lank in the Check Book, Open acct, with "CT. S, Bonds,'^) 

It is customary to devote one or more pages of the Inventory Book to Furniture and Fixture ^, Horse and Wagon 
<^, etc., and to enter in detail in these accounts the purchases made from time to time of articles which they represent. 
Then at the end of the year the inventory of this property is already recorded, and all that remains to he done, is to 
compare the footings of these accounts in the Inventory Book with the footings of the same accounts in the Ledger, and 
then deduct from 10 ^ to 25 ^ for ordinary wear. 

Copy the following inventory into your Inventory Book, or onto a sheet of cap paper ruled in Day 
Day Book form in the absence of an Inventory Book: 

Horse and Wagon <^. — 1 brown horse, "Ned," 5 yrs. old, 200.00; 1 delivery wagon, 3 spring 
democrat, 150.00; 1 single harness, 25.00; 2 robes, 7.50 ea.; 1 set blankets, 8.00; 1 whip and hitching 
weight, 2.00; 1 delivery sleigh, 50.00. Furniture and Fixture ^. — 1 office desk, 45.00; 1 office 
safe, ** Marvin's," 95.00; 1 office table and desk, 20.00; 4 office chairs, 10.00, the set; 2 office stools, 
1.25 ea. ; curtains and curtain fixtures, 12.50; 1 platform scale, 35.00; 4 counter scales, 40.00. 

Lease of George Munroe, the lower story and basement of the store. No. 317 Market St., for a 
term of 5 years, at a yearly rental of 600.00, rent payable monthly in advance. Pay one month's rent 
by check. (C. B. £ Ck. B.) 

Eeceive by freight from Tilts & Austin, 136 Franklin St., Ne^^ York, invoice of Teas and Coffees, 

475.22. Invoice dated Mar. 25; terms, 30 da. 1^ 10 da. (Enter in Accounts Payable Book only. See 

76, page 113, ) 

In this set no details of purchases are given for the reason that the invoices, which contain the details, are supposed 
to have been received by mail previous to the arrival of the goods and placed on file. 

Pay cash for a set of blank books for store and office use, as per receipted bill, 8.75. (Expense ^. 

See illustration page 115.) 

Cash bills should be filed separate from time bills, and they should not be entered in the Accounts Payable Book« 
Remember to extend the amount of the above purchase into the expense column of the G. B. 

Employ the following clerical force: book-keeper and cashier. Miss C. B. Brown, 8.00 per week; 

clerks, K. Bowen, E. J. Rice, 10.00 per week; driver, B. Simmons, 12.00 per week. 

In business when help is employed, a memorandum of the agreement is made in the Time Book, or if no Time 
fiook is used, then in some other one of the business books. Tou may make a memorandum of the above in your Journal. 

Receive by freight the following merchandise: from John McKinley & Co., Bridgeport, invoice of 
Flour, 850.00, invoice dated March 27, terms 30 da., \% 10 dr.. ; from Bonter & Maltby, Buffalo, invoice 
of Fancy Groceries, invoice dated March 25, terms 30 da., 1^ 10 da., 715.83. 

Pay cash for 6 bundles of assorted wrapping paper, for use in store, 3.18. [See 64, page 113.) 

Open an account and a pass book with Jno. R. Scanlon, 28 Arch St., and sell : 1 sack Patent 
Flour, 1.60; 1 lb. Java Coffee, 32^; i lb. Japan Tea, 60^. (Enter in Order Book. See form of 0. B. 
on page 98. Also, see 5-7 , page 112, and ^l-oJf, page 113,) 

In stating the price of an article, the price by the pound, dozen or number is given, and fractional parts are deter- 
mined therefrom; thus, i lb. Japan Tea, 60 ^, is extended 15 f. 

Write, "per P. B.", after the customer's name in the order book when the pass book accompanies the order, and 
"no book" when it does not. Enter the order in detail in the order book, and check each item thus i^, in addition to the 
usual shipping marks, to indicate that the goods have been delivered. 

Pay cash for country produce, 9.00. (Enter in C. B. a7id extend the amount into the special Mdse. 
column. See 65, page 113.) 

In some retail houses no entry would be made for a transaction like the above. The cash would be taken out of the 
cash sales drawer, thereby reducing in effect the cash sales for the day. The reason usually assigned for not making an 
entry in such cases, is that the merchandise purchased replaces other goods sold for which this cash was received, and also 
that it makes no difference in the final result. The principle, however, is not a good one, as the Cash Book is not made 
to show all of the receipts and payments of the business, and consequently there is no check upon errors or deficiencies. 
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MEMORANDA OF TRANSACTIONS FOR APRIL (Continued). 

Open an account and a pass book with E. R. Goddard, 38 Spring St., and sell: 1 sack B. W. Flour, 
85^; 1 bu. Potatoes, 90^; 1 doz. Florida Oranges, 60^; 1 doz. Lemons, 40^; 1 lb. Rio Coffee, 28^. 
The oranges and lemons are not in stock, but are expected to arrive to-morrow. {Enter the order regu- 
larly in the Order Book and check off such goods only as can he delivered. ) 

Do not put the delivery marks // against the order until all the goods have been delivered. 

Cash sales for the day, per cash sales checks, 13.27. {Enter in C. B, and extend the amount into 
the sjjecial Mdse. column. {See Cash Book, page 114.) 

The amount of cash sales for the day is determined in various ways in business. The most popular way is by means 
of cash sales checks or cash sale tickets, a quantity of which, bound in book form, is supplied to each clerk. 

When a cash sale is made, the date of the sale and the quantity and cost of the goods are entered upon one of these 
checks. The check is then torn out of the book and sent with the money to the cashier's desk. The clerk also makes a 
memorandum of the sale on the stub of the leaf containing the original record, and at the close of the day's business 
makes a summary of the day's sales, giving the number of each sale and the amount of it, and also the total sales, on a 
summary sheet which is furnished him for that purpose. The cash sales checks are compared and checked with these 
summary sheets at the close of the day or on the next business day. 

Sometimes these summary sheets are pasted or printed in the back of these clerks' check books, in which case a 
second set of these books is provided for use on alternate days. 

When the cash sales checks reach the cashier's desk they are put on spindles, the checks of each clerk, or of each depart- 
ment being put on a separate spindle, until the close of the day's business, when they are footed, and the footing compared 
with the cash in the cash drawer. The two amounts should agree if the drawer was used exclusively for such receipts; but 
if cash received from other sources was put into the drawer, and payments were made out of it, the amounts would not 
agree. When a separate drawer is not used for the cash sales, the footing of the cash sales checks may be tested in the 
following manner: Add to the amount of cash in the drawer at night the amount of cash paid out during the day, and 
from this sum deduct the amount of cash received during the day from other sources than from cash sales of Mdse. This 
difference should agree with the footing of the cash sales checks. 

In some of the large retail houses a record is kept of the sales made by each clerk in a book called a Clerks' Sales 
Record. This book serves somewhat as a guide to the proprietor or manager in determining the value of a clerk's services. 

A record is also kept of the Mdse. sold in each department in a book called a Department Sales Book, the monthly 
footings of which are posted to a Department Ledger. From these two books abstracts are made which exhibit the daily, 
monthly, and yearly sales in each department, and in all the departments. 

Post the unpaid orders appearing in the Order Book to the Customers' Ledger {see form of C i., 
page IH; also, see 44 to 4^, page 113), Give each account one-fourth page space. Next post any 
General column entries appearing in the Cash Book {see 68, page 113) and the entries appearing in the 
Journal. {See 67-69, page 113, ) 

Prove the Cash Book, but do not rule or balance it. The cash in safe is 492.34. 

To prove the Cash Book, find the sum of the cash in bank and in safe, and compare with the difference between the 
sides of the Cash Book. 

TUESDAY. APRIL 2, 189- 

Receive by fast freight from Jerome & Simmons, New York, an invoice of Prnits and Nuts, 125.96. 
Invoice dated March 29; terms, on account, 10 da. {See 76 ^ page 113.) 

Deposit in bank, cash, 350.00. 

Sell for cash, to be delivered to Mrs. Estelle Livingston, 13 Baltimore St. : 10 lb. A. Sugar, 9|^; 
3 lb. Pulverized Sugar, 10^; 1 doz. Lemons, 40jJ. {Enter in Order Book, and mark *'Paid." See 6, 
page 112.) 

This being a cash sale, a ticket for the amount of it is sent, together with the money, to the cashier, and it will 
be included in the amount credited to Mdse. at the close of the day's business. (See note under last transaction for the 
preceding day..) 

■ • 

Deliver the Oranges and Lemons included in E. R. Goddard's order of yesterday, per Order Book. 
{Check these items in the 0. B., and mark the order as delivered.) 

Pay cash for postage, 1.50; for pens, ink, and stationery, 2.00. {See 64, page 113.) 

Draw cash from the business for private use, 25.00. 

Procure 2500.00 insurance for one year on ** stock in store at any t^me" and on fixtures, in the 
Empire State Insurance Co., and pay 1^ premium on the policy by check, favor F. R. Webb, agt. 
{Expense <5fe.) 
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MEMORANDA OF TRANSACTIONS FOR APRIL (Continued) 

Appropriate goods from the store amounting to 6.80, for private use. (J,) 

Sell Mrs. R. H. Ensign, 151 Martin St., on ^, per Pass Book: 20 lb. C. Sugar, 8^; 1 bu. Potatoes, 
60^; 1 pkg. Yeast, 8^. 

Receive from Brewster & Co., City, an invoice of Groceries, Provisions, Wooden Ware, etc., 952.86. 
Invoice dated to-day; terms, on account 10 da. 

Buy country produce, and pay for same in cash, 18.25. 

Sell E. R. Goddard, per P. B., 1 pkg. Saleratus, 8^; i lb. can Baking Powder, 25^; 1 pkg. 
Starch, 15^. 

Remember, hereafter, when sales are noted in the memoranda "per P. B." to detail same in Order Book, mark 
"per P. B." and post to Customer's account in C. L., simply " Mdse., per P. B./' and the amount. 

The Baking Powder quoted above is 1 whole can containing i lb., and the can is worth 25^, which sum is extended 
into the money column. Were it entered i can Baking Powder, 25^, it would mean 1 can half full, and i of 25^, or 13^, 
would be extended. 

There is nothing more perplexing to book-keepers in writing-up, or auditing, a set of books, than the lack of proper 
explanation in the original entries. The entry clerk, or book-keeper, should bear in mind that a charge or a credit in a 
set of books ought to clearly represent the facts, as it may enter into settlements or litigation long after the memory fails 
to call up the transaction. If improperly recorded an entry becomes a question of law instead of fact, and often law is 
not vindicated. 

A book-keeper should not, necessarily, remember anything regarding an entry. If brought into court he should be 
able to say: " The entry is right. It was made at the time of the transaction and in accordance with the facts. The 
history of the transaction is recorded in the books." 

Sell John R. Scanlon, no pass book with the order: 1 lb. Rice, 10^; 5 lb. Butter, 25^; 3 doz. Eggs, 
28^. {See i6-4S, page 113. ) 

Receive by freight from Armstrong & Caton, Troy, Mdse., 258.96, per invoice dated Mar. 28; terms, 
on account 10 da. 

Sell M. S. Hinman, 38 Second St., on acct. per P. B., 1 sack Roller Flour, 1.80; 3 lb. L. L. 
Baisins, 18^. 

Pay freight bills to date in cash, 92.17. {Mdse acct.) 

The freight charges on goods increases the cost of the goods, hence Mdse. should be debited for the amount of the 
above item. Sometimes a Freight & Drayage account is opened to receive such itenus, and this account is closed into 
Mdse. account at the end of the year, or whenever the loss and gain accounts are closed. 

Cash sales for the day per cash sales checks, 78.92. 

Prove the Cash Book. The cash in safe is 82.34. 

Post the entries for the day as instructed under the transactions for the preceding day. 

WEDNESDAY. APRIL 3. 189-. 

Pay James Hart,^by check, in full for his bill for Hay, Oats and Straw, furnished for horse, 8.56: 
also, pay cash for shoeing horse, 2.50. 

Sell Mrs. Estelle Livingstone, on acct. per P. B. : 1 lb. Castile Soap, 30^; 3 lb. Wash. Soda, 5^-; 
1 cake Toilet Soap, 15?f; 3 doz. Clothes Pins, 3^; 1 Clothes Line, 25^; 1 Wash Tub, 75^; 1 Wash 
Board, 25^. 

Sell, to J. W. Emmons, 1793 E. Main St., for cash and deliver: 5 lb. Rio Coffee, 25^; 1 bbl. 
Patent Flour, 6.25. 

Pay cash for country produce, 6.60. 

Sell Mrs. R. H. Ensign, no book: 1 lb. G. P. Tea, 50^; 2 lb. Rio Coffee, 25^; 3 lb. Pul. Sugar, 10^. 

Give J. Moore your check for 40.50, in payment of 1 Stove and Stove Furniture, purchased on the 
1st inst., on account, for use of store. {Furniture £ Fixture ^. Enter also iji Inventory Book.) 

It is not customary in a business of this character to make entries for purchases like the above until they are paid 
for, which saves lumbering up the books with intermediate records of petty transactions. BiUs are usually rendered for 
such purchases, and these being kept on file may be referred to at any time. When a bill is paid it should be receipted, 
or a memorandum made upon it of the payment. 
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MEMORANDA OF TRANSACTIONS FOR APRIL (Continued). 

Remit Tilts & Austin a New York draft in payment of their invoice of March 25, less the agreed 
discount. Buy the draft at bank by check. The bank charges 50^ exchange. {Enter in the Cash 
Book. Debit Accounts Payable for the face of the invoice; debit Expense for the bank^s charge; credit 
Mdse, for the amount of the allowance. See 77, page 113; also see illustration of C. B. pages IH and 115. 

The amount of the above check may be fotmd by adding the exchange to the difference between the amount of the 
invoice and the amount of the discount. 

Receive cash of E. R. Goddard, 2.00, to apply on account. {See illustration of 0. B. page IH; 
also see 58-60, page 113. ) 

Sell, J. R. Scanlon, on account, no P. B. : 3 lb. Codfish, 10^; E. R. Goddard, per P. B., 3 lb. Crackers, 
10^; 5 lb. C. Sugar, 8^; 20 lb. Pastry Flour, 3^; 1 gal. N. 0. Molasses, 80^; 3 lb. A. Sugar, 9^^. 

Cash sales for the day, per cash sales checks, 154.00. 

Prove the caali and post the entries for the day. The cash in safe is 229.24. 

THURSDAY, APRIL 4, 189-. 

Sell Mrs. Estelle Livingstone, on acct. : 10 lb. A. Sugar, 9^^. 

When not stated, the pass book was not left with the order. Remember to post such entries in detail in the C. L. 

Sell J. R. Scanlon, per pass book: 1 lb. Rio Coffee, 25?J; 1 lb. E. B. Tea, 50^; 1 doz. Eggs, 28^. 

Sell M. S. Hinman, per P. B. : 5 lb. Pork, 10^; 1 qt. Beans, 10^; 1 Cabbage, 15^; i lb. E. B. 
Tea, 50^. 

Give E. Line a due bill, payable in goods from your store, in payment of his bill for two wood 
signs for store, 8.00. {Enter in Journal, Furniture & Fixtures to Accounts Receivable, and open an 
account with E. Line in the Customers^ Ledger.) 

A due bill is a written ackiiowledgment of a debt It may be treated as a Bill Payable by the one giving it, and as 
cash, or Mdse., by the one receiving it. When a due bill is given payable in goods from the store as above, it is customary 
to open an account with the payee, and credit him vnth the face of the due bill, as he may make several purchases before 
the bill is paid. Then when purchases are made by the payee on account, his account is charged with the amount of them. 
Sometimes, however, when the amount is small, instead of opening an account in the C. L., the purchases are either 
endorsed on the due bill, or an itemized bill is sent with the goods. 

Receive cash, per P. B., from Mrs. R. H. Ensign, to apply on account, 3.00. 

Sell J. H. Storm, 18 Brown St., on account per pass book: 3 lb. Crackers, 10^; 1 Lem. Extract, 
20^; 1 pkg. Pepper, 25^; 2 gal. K. Oil, 12^; 3 lb. Codfish, 8^; 10 lb. A. Sugar, 9^^. 

Sell John Walters, 119 Fourth St., on acct. per pass book: 2 lb. Crackers, 10^; 1 bu. Potatoes, 
60^; 1 bag Salt, 20^; 1 lb. G. P. Tea, 50^. 

Sell to A. H. Kendall, 51 Goodman St., for cash and deliver: 1 bbl. Patent Flour, 6.50; 20 lb. A. 
Sugar, ^(f', 3 doz. Eggs, 28^. 

Remit Bonter & Maltby, Buffalo, a New York draft for the amount of the invoice purchased of 
them March 25, less the agreed discount. Buy the draft at bank by check; exchange 1.00. (See 
instructions under remittance to Tilts <& Austin on the preceding day.) 

Deposit cash, 300.00. 

Cash sales for the day per cash sales checks, 157.96. 

Prove the cash and post the entries for the day. The cash in safe is 90.20. 

FRIDAY. APRIL 5, 189-. 

Buy farm produce of Enos Potter, amounting to 3.52, in payment for which he takes 1 lb. Japan 
Tea, 60^; 1 lb. Rio Coffee, 25^; ^ lb. Java Coffee, 32^; 5 lb. C. Sugar, 8^; 1 gal. N. 0. Molasses, 80^> 
and cash for the balance. {Enter in 0. B. and C. B., and mark the order *^Paid in Produce.") 

Remember not to extend the amount of "Paid" orders into the outside money column of the O. B. Enter the 
amount of the Mdse. bought on the right-hand side of the C. B. and the amount of the Mdse. sold on the left-hand side 
of the C. B. The difference will show the cash paid in the transaction. 
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MEMORANDA OF TRANSACTIONS FOR APRIL (Continued). 

Give Oberg & Co. your check for 26.00, in payment of a suit of clothes for yourself. 

Receive cash from J. R. Scanlon, to balance account per P. B. {Rule np J. R, S.^s account in 
C. L, when you post this entry,) 

Sell Mrs. Mary Cummings, 13 Eighth St., for cash, to be delivered: 1 bu. Potatoes, 60^; 1 sack 
R. Flour, 1.80; 2 lb. A. Sugar, 9^^; 1 lb. Japan Tea, 60^. 

Sell W. R. Johnson, 715 Croston Ave., on account per pass book: 2 lb. Japan Tea, 60^; 5 lb. A. 
Sugar, 9i^; 3 lb. Butter, 25^; 1 Broom, 25^; 2 Wood Pails, 20^. 

Sell J. V. Davis, 139«Tremont St., on account per P. B. : 2 lb. Rolled Oats, 5^; 2 cakes Lenox 
Soap, 60; -J doz. Oranges, 50^; i bu. Potatoes, 60^. 

Remit Jerome & Simmons a New York draft for amount of invoice purchased of them March 29. 
Buy the draft at bank by check; exchange 50^. 

Remember to record the payment in the Accounts Payable Book. 

Receive cash from M. S. Hinman, to apply on account, 2.50. 

Sell Mrs. S. B. Graham, 983 West Ave., on account per P. B. : 1 doz. Eggs, 28^; 2 lb. Crackers, 
100; 1 can Tomatoes, 150; 2 lb. Butter, 280; 1 bag Salt, 100. 

, Sell Mrs. Estelle Livingstone, 3 lb. S. G. Starch, 80; 1 box Corn Starch, 100; 1 doz. Eggs, 280. 

Deposit in bank, cash, 200.00. 

Cash sales for the day, per cash sales checks, 168.92. 

Prove the cash and post the entries for the day. The cash in safe is 65.90. 

SATURDAY, APRIL 6, 189-. 

Give H. B. Clark your check for 15.50, for coal delivered on the 1st inst. for use of store. {See 
note under transaction with J. Moore, Apr. S.) 

Receive from Brown & Co., City, Mdse., 174.13, as per invoice dated to-day; terms, on acct., 30 da. 

Sell E. Line, 18 James St., to apply on due bill: 6 lb. A. Sugar, 9^0; 2 lb. C. Sugar, 80; 2 doz. 
Eggs, 280; 1 lb. Cheese, 120; 2 cakes L. Soap, 60. {See transaction with E. Line, Apr. ^.) 

Sell E. R. Goddard, on account per P. B.: 1 Ham, 14J lb., @ 130; 1 pail Lard, 10 lb., @ 90; 
20 lb. Meal, 30; 1 sack Roller Flour, 1.80. 

Pay cash for country produce, 13. 18. 

Remit John McKinley & Co., Bridgeport, a New York draft for the amount of the invoice purchased 
of them March 27, less the agreed discount. Buy the draft at bank by check; exchange 1.00. 

Sell J. H. Storm, on account per P. B. : 1 bu. Potatoes, 600; 2 doz. Eggs, 280; 3 lb. Butter, 270; 
1 sack Roller Flour, 1.80. 

Sell A. H. Kendall, 51 Goodman St., on account per P. B. : 2 gal. K. Oil, 120; 1 Broom, 250; 

1 lb. Japan Tea, 600; 2 lb. Java Coffee, 320. 

Sell John Walters, on account per P. B. : 1 gal. N. 0. Molasses, 800; 1 lb. Rio Coffee, 250; 3 lb. 
A. Sugar, 9^0; 1 lb. G. P. Tea, 500. 

Receive cash, to apply on account, from the following persons: Mrs. Estelle Livingstone, 3.51; 
E. R. Goddard, 7.00; John Walters, 3.00; W. R. Johnson, 2.00. 

Sell L. R. Castle, 53 Prince St., for cash, to be delivered: -J bu. Potatoes, 600; 1 doz. Eggs, 280; 

2 lb. Butter, 250; 1 lb. G. P. Tea, 500; 1 lb. Rio Coffee, 250. 

Pay cash for repairing deliveiy wagon, 1.25. {Expense ^.) 

Deposit in bank, cash, 100.00. 

Cash sales for the day, per sales tickets, 176.87. 

Pay employees in full for their services for the week, 40.00. 

Post the entries for the day in the Order Book and Cash Book. 
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MEMORANDA OF TRANSACTIONS FOR APRIL (Continued). 

Foot and rule the Order Book and post the footing. {DeUt Accounts Receivable and credit Mdse. 
See S, page 112, ) 

Balance, rule and foot the Cash Book. {See illustration on pages lU, US,) The cash in the 
safe is 103.85. 

Post the footings of the special columns in the Cash Book— those on the left-hand side to the 
credit, and those on the right to the debit of their respective accounts in the Main Ledger. {See 60^70, 
page 113. 

Eule and foot the amount column in the Accounts Payable Book and post the footing. {Debit 
Mdse. and Credit Accounts Payable in the Main Ledger. See 78^2, page 113.) 

For the purpose of illustrating the closing of a set of books kept by this system, a statement of the 
business will now be made and the books closed. 

You will, therefore, make a balance sheet and prove the Customers' Ledger. {See 37, page 112.) 

INVENTORIES, APRIL 6, 189-. 

RESOURCES. 

MERCHANDISE — per Inventory Book - 3003.42 

FURNITURE AND FIXTURES, per Inventory Book (less l,'^ ) 306.41 

HORSE AND WAGON. " " " { '' ^^) - ^^^-^^ 

EXPENSE. 51 weeks unearned insurance, 24.52; three weeks unearned rent, 37.50 62.02 

The net Gain for the week is 25.00. 

QUESTIONS. 

Page 112. — 'What is this set designed to illustrate? 'For what is it especially adapted? 'What are 
the books^^used? * What other books are sometimes used in retail houses? *"' Describe the Order Book 
and tell how entries are made in it. *"" When and how is the posting done from this bock in this set? 
"""What is the practice in some retail houses that have two sets of Order Books? ""What do other 
retail houses use to record orders on? ""Explain how an order is entered, what is done with the 
order sheets, and what entries are made from them. **"" Describe the Customers' Ledger used in this set, 
and explain how it is kept. " What is the advantage of this form of Ledger? '* When are statements 
rendered in most retail houses? " What account is opened in the Main Ledger to represent the Custo- 
mers' Ledger? •*"" Explain this account and its further use. "'" How may the Customers' Ledger be 
proved? "'*' Is this an absolute proof ? 

Page 113. — """Describe the Pass Book and explain its use. •'""Describe the Cash Book used in 
this set, and explain in detail the method of keeping it. " How is the Accounts Payable Book used 
in this set? '•"" Explain the method of keeping it. Review the explanatory notes given in connection 
with the memoranda of transactions. 
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' The design of this set is to illustrate a system of book-keeping especially adapted to the Retail 
Coal business. ' It is also adapted, in most respects, to any business where a Weigh Book is required. 

' The distinctive features of a business are represented in the auxiliary books that are peculiar to 
that business. * And when an auxiliary book can be used as a main or principal book, or when the two 
can be combined, two important things are secured: * First, by combining auxiliary and main books, 
much labor is saved; 'second, by making the books of original entry the basis for posting, errors are 
less likely to occur, and when they do occur they are certain to be detected. 

Special Books. — ^The labor-saving books special to this set are Weigh Book, Purchase Book, 
Sales Ledger, and Daily Cash Balance Book or Daily Cash Blotter. 

Main Books. — 'The main books are Journal, General Ledger, Sales Ledger, Cash Book, and 
Weigh Book. 

Auxiliary Books. — " The auxiliary books are Purchase Book and Daily Cash Balance Book. 

Weigh Book. — ''^This book is sometimes used, in its simpler form, as an auxiliary book, the 
records in which are copied to a Sales Book or Journal. " It becomes the Sales Book in this set, and 
the form shown on pages 126, 127, illustrates its use as such. " From it are posted direct to the Sales 
Ledger all time sales, and "at the end of the month, the " On Account'' columns are footed and the 
amount "is posted to the debit of "Accounts Receivable" and to "the credit of "Coal" or "Mdse." 
and "Housing" in the General Ledger. 

This form of Weigh Book is both labor saving and practical. " Should the Weigh Book be used 
as an auxiliary book and omissions or errors be made in transferring from it, they would not be likely 
to be discovered. "But when the posting is done direct from this book the debit footing of the 
Abstract of the Sales Ledger must exactly tally with the footing of the "Total Amt." column of the 
Weigh Book, and if it does not then evidence is presented immediately of error or omission. " It is 
also evident that the cash "Coal" and "Housing" columns of the Weigh Book must tally with the 
"Coal" and "Housing" columns of the Cash Book. 

" These footings being verified by the proprietor, he is assured of two important things in connec- 
tion with his business: "First, that no time sales have been omitted from the Weigh Book; '* second, 
that all cash sales have been accounted for in the Cash Book. 

By consulting the form of Weigh Book illustrated on pages 126, 127, a better understanding of it 
may be obtained. " The book is made to order in business, with printed headings, and with stub and 
weigh bills in duplicate. " The duplicate weigh bills are filled out after the record of the sale is. made 
on the stub, — never before — "then the weigh bills are torn off, as indicated by the dotted lines, and 
sent by the driver with the load of Coal to the place of delivery. "The outside weigh bill is left with 
che customer as a manifest or voucher for the quantity and kind of Coal he has received; and by these 
he may verify the statement of his account, when received from the dealer. 

" The second weigh bill is to be signed by the customer, and when so signed and returned by the 
driver it becomes a competent voucher for the correctness of the customer's account. 

" The stubs of the Weigh Book are numbered consecutively in red ink and " the number on the 
duplicate weigh bills should correspond to the number of the stub from which they are detached. 

" It will not be necessary for the student to use a complete Weigh Book in working this set, the 
stub of such a book will be sufficient. 

••The main money columns of the Weigh Book are "Total On Acct." and "Housing On Acct.," 
•* together with auxiliary money colums of " C^h Coal " and " Cash Housing." " Sometimes this book 
has ruled in it a memorandum Cartage column " in which a record is kept of the cartage earned. "All 
sales on time are extended into the " On Acct." column and posted to the Sales Ledger. "All sales for 
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cash are extended to the '* Cash" columns, the footings of which are carried to the Cash Book at the 
close of the day's husineas. " In cash sales the stubs are marked ^* Paid " ( see illustration, page 126) 
" and the weigh bills are also receipted in the same way. 

"There are two prices on each kind of Coal — "price in yard'' and "price delivejred," and ••Ooal 
account is credited for sales made at both prices. 

" Where Coal is to be carried in from the wagon in baskets an extra man is sometimes sent from 
the yard for that purpose. ** To him the dealer pays so much per ton in cash and charges same to 
"Housing" account through the Cash Book. "In some localities the teamsters do the housing, and 
when they haul by the load they are paid extra for the housing. 

When Coal is to be housed the cost of housing is included in the amount charged the purchaser. 
If it be a "time" purchase, the total amount is entered in the "total amount" column, and the 
housing in the "housing" column of the "on account" division of the Weigh Book. "If it be a 
"cash " purchase the amounts are entered in the corresponding columns of the "cash" division of the 
Weigh Book. {See illustrated form of Weigh Book, pages 126, 127.) 

"The total footing of the "Total amount" column is posted to the debit of Accounts Beceivable; 
*^ Housing account is credited for the footings of the left-hand Housing column, and " Coal account is 
credited for the difference between the footings of the Total Amt. column and the Housing column. 

*• The footing of the right-hand or cash Housing column is carried to the left-hand side of the 

Cash Book at the close of the day, " Housing, total for day, $ ;" and ^ the footing of the cash Coal 

column is entered in the Coal column on the left-hand side of the Cash Book, at the close of the day's 

business. 

^^ When the memorandum cartage column is used in the Weigh Book, it would be neither posted nor carried to any 
other book, but would be footed at the bottom of each page and the footing carried forward until the end of the month, 
when the amount would be compared with the Cartage account in the Ledger, as will be explained later. 

"The special columns on the back of the stub, and which are headed "Bituminous" and "Anthra- 
cite," are used for keeping a record in tons (T.) and hundred weights ( C.) of the different kinds of 
Coal sold. " This record aids in determining the inventory at the end of the year. {See illustration of 
Purchase Book, on pages 124, 125,) 

The Daily Cash Balance Book^ or Cash Blotter. — ^ This book is usually a cheap, coarse 
book, and the entries in it are made in pencil. It may be used in any business. *^The object is to 
determine the amount of cash that should be on hand. " By this system of daily balances errors are 
less likely to occur, and if they do occur they are more easily detected while all the transactions of the 
day are fresh in the mind. " It is the book of original entry and from it and the stubs of the Check 
Book, the Main Cash Book is compiled. 

"In this book are recorded all actual cash transactions. "The "balance counted" is the actual 
cash remaining in the cash drawer or safe. ^ While the bank account is carried as cash on hand in the 
Main Cash Book, all deposits are entered in this book, but checks drawn are not entered in it. " In 
the Main Cash Book no deposits are entered, but all checks drawn are entered as cash paid out. 

" All transactions in this book should be recorded by the person handling the money. " Sometimes 
this book is provided with special columns, " the footings only of which are carried to the Main Cash 
Book. "In balancing this book at the close of the day the kind of cash on hand should be stated; as, 

"currency, $ ^," "checks, % ," etc. "The student will not be required to use the Daily Cash 

Balance Book in this set. 

" The Sales Ledger is designed to contain accounts with parties to whom sales have been made 
on account. " It may be kept in any form. " An ordinary Ledger, such as illustrated on page 126, 
is more convenient, however, and is the one used in this set. " Contracts for more than two or three 
tons and for future delivery are entered in memorandum at the head of the account. {See illustration, 
page 126.) " Each load is entered m pounds, and when the contract is filled, or when the Sales Ledgei 
is proven the amount is entered in the money column. 

"Where it is the practice to weigh out and deliver even tons or fractions of a ton, the cus- 
tomer's account in the Ledger would be kept the same as in any other business. " The duplicate weigh 
bills would then be filled out showing the amount delivered in tons, or fractions of a ton; as, 1 tou 
Chestnut, \ ton Stove. 

^* The practice of weighing out even tons is rarely, if ever, followed in the sale of Bituminous or 
Soft Coal. Both forms of keeping a customer's account are illustrated in this set. 
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J. Wood, 80D8 & Co. 
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The Purchase Book. — "The form illustrated oa pages 124, 135, is especially adapted to the Coat 
"It combines in one book the Stock Book, Purchase Book, Accounts Payable Book and 
Purchase Ledger. " The only acconnts posted from this book are Coal account and Account* Payable. 
(See illustration, pages 134, 135.) 

"TTnder the heading, "Stock Record," the dealer can, with the aid of the stock columns in the 
Weigh Book, detennine his inventory at any time. "At the left, under the head of "Manifest," is 
entered the date the Coal is shipped, the date when received, and a description of the car or boat. 
" When received and after the manifests are verified, the quantity is entered in the proper column of any 
particular kind by tons and cwts., " 10 tons and 900 lbs. are entered, 10 09, the cipher being placed 
before. the nine for convenience in adding. "Each invoice is numbered, and the name of the shipper, 
and the amount, time and date of maturity are indicated in the succeeding columns. 

"Alt purchases are made in gross tons of 2340 lbs. each, and sales are made by the net ton of 
2000 lbs. each. 

" By reference to the illustrated set on pages 134-127, it will he seen that the total sales In the 
Weigh Book foot, as follows: R. 0. M., 1 T. 9 cwt., net ton, and immediately beneath is the foot- 
ing 1 T. 6 cwt., gross ton. 1 T. 5 cwt. Stove, net ton, has the equivalent 1 T. 2 cwt., and 1 T. 
Nut, the equivalent 18 cwt. By reference to the Purchase Book it will be seen that the footings arc 
recorded in gross tons. From the total footings in gross tons are subtracted the sales from the Weigh 
Book in gross tons, and the balance brought down represents the inventory in gross tona. " To change 
1 T. 9 cwt., net tons, to gross tons: 1 T. 9 cwt. = 3900 lbs. 3900 lbs. -^ 3340 lbs. = 1 gross ton and 
660 net pounds over. 660 lbs.-;- 113 lbs. = 6 cwt., gross weight. "The inventory thus reached is simply 
an approximation. " Of course the only correct way is to weigh the Coal, But ae this would be very 
expensive in the Coal business, inventories for the purpose of closing the Ledger are made about May 1, 
when the stock is low and often all sold. If not all sold many dealers deduct a certain per cent, for 
shortage, screenings, etc., so that the inventory reached may be low enough. "The method here , 
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STOCK BOOK COMBINED. 



PAYABLE. 



Addrbss. 



Warren, O. 
WilkeabarrCjPa. 



Pittsburg, 



(I 



Wilkesbarre.Pa. 



if 



<( 



Warren, O. 

Coal Acct. 
To Accts. Pay. 



AMT. 

INV. 



Whkn Due. 



TIME. 



94 



61 



155 23 



26 



39 



86 
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03 
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60 



882 18 



80 ds. 



80 ds. 



80 ds. 



80 ds. 



80 ds. 



80 ds. 



DATE. 



18&-. 



May 



18 



May20 



24 



May 
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June 



June 8 



J. Wood. Sons & Co. 



DATE. 



1«^. 

May 
May 



2 
18 



DR. 



10 

84 

94 



50 

11 

«1 



CR. 



94 61 



20 

lis 



60 

91 



TO WHOM DUE. 



Burton Bros. & Co. 



DATE. 



18^. 



May 
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May 



May 



10 



12 



DR. 



12 
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95 

48 



2 

160 



78 



55 

15 
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D. M. WORDEN & Co. 



DATE. 



23 



18»-. 



DR. 



CR. 



89 



86 

980 



03 



58 

84 



May 
May 



1 
24 



5 
20 



20 
98 



26 



18 



26 



13 



26 



18 



illustrated is, however, the basis upon which inventories are taken, and from month to month exhibits 
the approximate amount, in kinds, of Coal on hand. As the purchases in most cases overrun, the 
amount lost by screening, etc., is thus made good, and therefore, the above method is sufficiently 
accurate for practical purposes. 

" Thus far the record is purely a Stock Book and Accounts Payable Book, and as such is auxiliary 
in its use; but, by footing the column headed ''Amount of Invoice," it becomes a Purchase Book, — 
one of the main books. '"The footing is posted, "Coal account to Accts. Pay." in the General Ledger. 
•* Most retail Coal dealers make their purchases from less than five companies, and many of them from 
two, and some from even one. " In this set purchases are made from but two companies, and these ai:e 
represented at the right, under the head *'To Whom Due." "In the credit column are entered the 
invoices, and in the debit are posted first, the freight which is paid when the Coal is received and 
charged back to the shipper, and immediately under the freight item, is posted, from the Cash Book, 
the balance of each particular invoice at the time the balance is paid. It is evident that an Abstract of 
these accounts should prove "Accounts Payable" in the General Ledger. 

" The Main Gash Book in this set is based upon labor-saving special columns. •* The left-hand 
side of the book has a column headed "Accts. Rec", in which are entered all collections on account; 
one headed " Coal," in which are entered the daily Coal sales for cash (the correct entry for the daily 
cash sales is as follows: "Coal, as per Weigh Book, page — ."); and lastly a " General " column. 
*"0n the credit side the columns are, "Accts. Payable," "Expense," "General." The entries for the 
Accts. Payable column should be carefully explained, as follows: " Paid freight on invoice June 1st, 
12.15 ;" or, "In part pmt. invoice June 6th, 100.00 ;" or, "In full for balance on invoice June 6th, 
150.00." 

'^ The Journal and Main Ledger used in this set are the same in form as those used in the 
preceding sets. 
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WEIGH BOOK. 



(BACK or STUB, OR LBTT-HAND PAGE.) 



BITUMINOUS. 
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T. 
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1 
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06 



Smith. 



T. 
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(STUB, OB RIGHT-HAND PAGE.) 
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NAME 


AND ADDRESS. 


• 












673. 




Newton, 


May 1. 189-. 




Mr. Jahbs Morton. 










142 E. Seneca St. 




Oro8S, 


2980 








Wagon, 


930 








Net. 


2000 








Kind, 


Nut. 




Price, 4.50 


27 


Teamster, Condon. 


Housed. 




574. 




Newton, 


May 15, '90. 




if re. W. J. Parmer, 










1472 Pearl St. 




Ot09S, 


8370 


A^7 






Wagon, 


870 


AV 






Net, 


2500 






Kind, 


Stove. 




Price, 4.75. 


V 



Teamster, Mann. 



Housed. 



575, Newton, May 31, 90. 

JfaTesBrs. Booth & Co., 

Factory, 18 Ohio St. 
Grots, 3850 
Wagon, 950 
Net, 2900 

Kind, R. O. M. Price, 3.25. 

Teamster, Self. 



(Total in net tons.) 
{Equivalent in gross tans.) 

576. 

M. 

Gross 



Accounts Rec, 

To Housing, 
Coal , 



38 



3 
5 
13 



Contract. May 25, 189-. 

10 Tons R.O.M., 8.25. 

10 Tons Egg, 4.50. 

Del. at yard. 



SALES LEDGER. 

BOOTH & CO., 18 Ohio St. 



18»-. 

May 
June 



June 80 



R. O. M._2900Jbs., 3.25 

8100 lbs. 
2800 lbs. 
2950 lbs. 
2850 lbs. 
2750 lbs. 
2850 lbs. . 



Filled 17300 lbs. 



Egg Coal, 



4.50 



2800 lbs. 
2950 lbs. 
2850 lbs. 



W. B. No. 
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18^. 

June 


6 
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583 
575 
586 
587 
591 
598 










594 
595 
595 


28 


12 

83 







32 








19 


35 

















C. B., 
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8600 lbs. 

Balance due on Egg coal, 
11400 lbs. 

The above illustrates a method of keeping a customer's account in pounds. At the top is entered the contract, and 
below is recorded the date, the number of pounds in each load, and opposite each load the Weigh Book number. No 
amount is entered nto the money column until the contract is filled, except at the end of the month when an eztenslozx 
must be made for the purpose of getting a correct abstract of the Sales Ledger. 
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BOOK. 



(STUB.) 



ON ACCT. 



TOTAL 
AMT. 



76 



9 

"9 



71 



46 



46 



946 



HOU8- 

INC3. 



35 



9 



9 



CASH. 



COAIi. 



25 



25 

21 

46 



4/5 



94 



94 



HOUS- 
ING. 



82 



82 



(These Coupons are to be signed by 
customer and returned to office by 
driver.) 



TODD db WALSH, Coal Dealers, 

153 Pearl St., Newton, O. 

673. May 1, 189-. 

Jambs Morton, 

142 E. SenecaSt. 

1 ton Okestnut. 



Teamster^ Condon. 
Received, James Morton. 



Housed. 



TODD <& WALSH, Coal Dealers, 

153 Pearl St., Newton, O. 

674. May 15, 189-. 

Mrs. W. J. Parmer, 

1472 Pearl St, 



(These Coupons are to be left at 
house by driver with each load.) 



TODD db WALSH, Coal Dealer& 

153 Pearl St., Newton, O. 

673. May 1, 189-. 

Jambs Morton, 

142 E. Seneca St. 

1 ton Chestnut. 

Teamster f Condon. 

Housed, 25^. 



2500 lbs. Stove, /q' 

Teamster^ Mann. /y 

Received, W. J. Parmer. '^ 



Housed. 



TODD db WALSH, Coal Dealers, 

153 Pearl St., Newton, O. 

676. May 81, 18^. 

Booth & Co., 

Factory, 18 Ohio St. 

2900 lbs. R. O. M. 

Teamster, Self. 

Received, Brown, Teamster. 

TODD db WALSH, Coal Dealers, 

153 Pearl St., Newton, O. 
676. 189-. 



TODD db WALSH, Coal Dealers, 

153 Pearl St., Newton, O. 

674. May 15, 189-. 

Mrs. W. J. Parmbr, 

1472 Pearl St. 

2500 lbs. Stove, je^ I 
Teamster, Mann. /} /housed, 82^. 

TODD db WALSH, Coal Dealers, 

153 Pearl St., Newton, O. 

676. May 81, 189-. 

Booth & Co., 

Factory. 

2900 lbs. R. O. M. 
Teamster, Self. 

TODD db WALSH, COAL DEALERS, 

153 Pearl St., Newton, O. 

676 189-. 



Grate, 



Stove, 

Chestnut,. 
Pea, 



ANTHRACITE AND BITUMINOUS COAL 

RETAIL PRICES. 



DATE. MAY 1, 189-. 



Run of Mine, 

Lump, 

Smithing, 

Housing, 



In Yard. 



4 25 
4,25 
4 50 
4 50 
8 25 
2i25 

2 50 

3 50 



DBIilTBRED. 


. Half Ton. 


QuAR. Ton. 


Bushel. 




4 


50 


2 


35 




30 




20 




4 


50 


2 


35 




80 




20 , 




4 


75 


2 


45 




35 




25 ' 




4 


75 


2 


45 


1 \ 


35 




25 




3 


50 


1 


95 




10 ; 




15 




2 


50 


1 


35 




1 




10 




2 


75 


1 


50 




1 




11 




8 


75 
25 


2 


00 
15 


1 


15 

10 ' 

1 




15 





*^ The student is reconmiended to make a copy of the above Price List and keep it before him in working the set. 
This will prevent him having to turn back to this page to get prices. *' The prices for half ton and quarter ton given 
include cost of delivery, which is the same for fractions of a ton, when hauled separately, as for a ton. '^ When Coal is 
delivered in more than ton loads, the cost of the load is determined by multiplying the quantity by the price per ton, 
delivered. '^* When Coal is sold in yard, the ** In yard " prices should, of course, be usea. '^'^ Prices by the bushel are 
given in the above Price List to show that Coal is sometimes sold in that way; but as no sales are made by the bushel in 
the set it will not be necessary for the student to copy the prices in the bushel column on his price list. 
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MEMORANDA OF TRANSACTIONS FOR MAY. 

MONDAY, MAY 1. 189-. 

11. H. Thompson and Edward West formed a copartnership Monday, Apr. 24:, under the firm name 
of Thompson & Co., for the purpose of conducting a Retail Coal business, and have this day paid in 
their respective shares of the capital in cash, 5000.00 each. {Enter in Cash Book. See 94-96, page 125, ) 

Lease office and yard at No. 10 Niagara St., for a term of 5 years, of II. Hulbert, at 600.00 per 
annum. Pay 1 month's rent in advance, in cash. (C. B, Expense acct.) 

Deposit cash, 9500.00, in First National Bank. {Enter on stub of Check Book only.) 

Pay cash for blank books bought of A. B. Gamer & Co., for use of business, 20.00; also for pens 
50^, ink 50^, stationery 75^, for office use. {Expense acct. ) 

Engage the following help: Miss Julia Porter, bookkcjBper, 8.00 per week; John Weldon, teamster, 
10.00 per week. {Memorandum only.) 

Ajb Coal delivered is charged 25^ per ton extra, it would be proper to charge Coal accoont with the cost of horse 
feed, etc., and for the services of the teamster. The method usually adopted, however, where the teamster is hired by 
the day, week, or month, is to enter such items in "Cartage" account. At the end of the month the footings of the 
memorandum column headed "Cartage^' in the Weigh Book is compared with the Cartage account in the Ledger, the 
object being to see if the delivery of Coal costs more per ton than the calculated price. In this w^y the prudent business 
man keeps track of his business. Should he find that his sales are not large enough in the aggregate to warrant keeping 
a horse for delivery, he would, of course, hire his carting at so much per load. Whenever the books are closed Cartage 
account is closed into Coal account. {See 32, page 1S2, and 61, .page 123.) 

Buy of H. W. Green, horse and wagon for cash, 250.00. {Horse and Wagon acct.) 

Buy of Williams & Co., per check No. 1, two sets of harness, 85.00. {Horse and Wagon acct. 
Enter on stub of CliecJc Book only at this time.) 

Receive 10 carloads of Coal from Beemis Bros. & Co., Scranton, Pa., shipped, Apr. 26, and for 
which manifests were received Apr. 27. The invoice is dated Apr. 26, on acct., 30 days. Following is 
the detail: 



Car No. 352, P. R. R., 10 T., 1 cwt. Stove. 
Car No. 821, P. R. R., 10 T., 3 cwt. Stove. 
Car No. 954, P. R. R., 10 T., 2 cwt. Stove. 



Car No. 8753, W., 10 T., 8 cwt. Grate. 

Car No. 875, Penn., 10 T., 2 cwt. Nut. 

Car No. 942, Penn., 10 T., 3 cwt. Nut. 

Car No. 2285, L. V. R. R., 10 T., 2 cwt. Nut ! Car No. 273, P. R. R., 10 T., 1 cwt. Stove. 

Car No. 854, L. V. R. R., 10 T., 3 cwt. Egg. . Car No. 822, P. R. R., 10 T., 2 cwt. Stove. 

The Grate and Egg Coal are each invoiced at 3.50 per ton, and the Nut and Stove at 3.75 each 
per ton. Amount of invoice, 374.93. Freight on account of shipper. {Enter in Purchase Book, 
commencing with manifestSy and fill out Stock Record, Accounts Payable Record and the memorandum 
account at the right. See illustration a7id explanation, pages 12 J^, 125. ) 

T. Cwt. 

Remember, that in entering the Coal in the stock columns, 10 tons, 8 cwt. are entered thus : 10 08. To calculate 
Coal rapidly consider it as tons and decimals of a ton. In the foregoing, to change 8 cwt. to the decimal of a ton, divide 
the 8 cwt. by 2, and then multiply the quantity by the price : 10.4 X 8.50 = 36.40. So also, 80 tons, 7 cwt = 30.35 X 
8.75 = 118.81. 

As Coal ha^ usually. fixed prices, and as there are only two or three different prices in a list, it is desirable to scan 
the prices and carry out extensions with the fewest possible figures. In the above, 10.4 X 8.50, multiply half the amount 
by twice the price, or, 5.3 by 7.00. In the second, 30.35 X 3.75, multiply by four times the price and divide by 4, or, 
(80.85X15)^4 = 113.81. 

The cars mentioned in this set are those known to the trade as "Jimmies," which are short open cars, and which 
hold about one-half as much Coal as do the long open cars. Coal is sometimes shipped in box cars, especially when the 
regular Coal cars are scarce. 

Receive cash from Mrs. Miriam West, 828 Thirteenth St., for 2 tons Chestnut Coal. Deliver same, 
as per Weigh Book, stubs No. 1 and No. 2. Stub No. 1. — Gross, 2870 lbs.; wagon, 870 lbs. Teamster, 
Weldon. {See illustrated W. B., 07i pages 126, 127. See also, 22-S9, page 122. Enter carefully, as 
indicated, extending 1 ton into the *^Nut" column, under the heading '^ Anthracite," at the left. See 
Price List, page 127.) 

Stub No. 2. — Gross, 2930 lbs.; wagon, 930 lbs. Teamster, Weldon. {Enter same as No. 1, a/nd 
mark across each stub, **Paid." Extend tJie amount of each stub into the cash Coal column.) 
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MEMORANDA OF TRANSACTIONS FOR MAY (Continued). 

Eeceive the following orders on contract to be delivered at the present list prices: H. J. Hunt, 639 
B. Seneca St., 12 tons Stove; W. E. Budlong, 1620 Niagara St., 10 tons Stove, 3 tons Nut, 2 tons Grate; 
Mrs. Mary Timmerman, 86 Pearl St., 6 tons Stove, 3 tons Nut. {Open an account with each of the 
ahove in the Sales Ledger ^ and enter the contract in memorandum at left of Ledger heading. See 67-74., 
page 12S. See also, illustration of Sales Ledger, page 126. Give each account one-fourth of a page space.) 

Deliver the order of H. J. Hunt, for 12 tons of Stove Coal. Deliver 12 tons, 5 cwt., from car 
No. 821, which is invoiced at 10 tons, 3 cwt., gross ton weight. {Enter in W. B., stub No. S. — 12 tons, 
5 cwt., and extend amount into "total amount" money column and the quantity into "Stove'* column. 
See 100, page 127. Write on bottom of stub, " Weighed and delivered from Car No. 821, P. R. R.") 

It will be 'noticed that the car is invoiced at 10 tons, 8 cwt., and that the customer is charged for 12 tons, 5 cwt 
This is due to the Coal being invoiced in gross tons, and sold in net tons, and also to the car " over-running" in weight, 
which is often the case. The car was weighed on the track scales. Dealers fill all 10 ton contracts and over from cars, 
if possible, as this saves an expense of one handling of the Ck)aL Some dealers do not have track scales and consequently 
are obliged to rely upon the weights given in the manifests, or else weigh out each load the same as if it were taken from 
the yard. 

Beceive from Beemis Bros. &, Co., manifests for 6 cars of Goal, shipped on April 28, as follows: 



Car No. 526, L. V. K.— 10 T., 6 cwt.. Stove. 
Car No. 820, L. V. E.— 10 T., 3 cwt.. Stove. 
Oar No. 291, P. E. E.— 11 T., 2 cwt.. Stove. 



Car No. 800, Empire.— 10 T., 9 cwt.. Nut. 
Car No. 141, B. & 0.— 11 T., 7 cwt.. Nut. 
Car No. 963, L. V. E. E,— 10 T., 10 cwt.. Egg. 



Enter manifests in ^^When shipped," **No," "Letter" and "Name and Address" columns, but do 
not enter the quantity in the tonnage or stock columns. This is entered only after the Coal has been 
received and the manifests verified. {See form of Purchase Booh, pages 124, 125.) 

Deliver to Mrs. M. C. Eussell, 148 Main St., and house, 1 ton Chestnut Coal, for cash. Gross, 
2896; wagon, 896. Per. Weldon. {W. B., stub No. 4, cash Coal and cash Housing columns.) 

H. H. Thompson has drawn cash, 26.00, from the business, for private use, by check No. 2. 
{Ck. B. only.) 

Sell Mrs. Maggie Wyman, 82 E. Seneca St., on account, 1 ton Stove, same to be housed. Gross, ' 
2901; Wagon, 901. {Stub No. 5, W. B., and mark "Housed.'' See Weigh Booh, page 126. Enter the 
full amount in the "total amount" column, and 26(p in left-hand "Housing" column.) 

Pay Ned Wilkinson 25 jJ for carrying in the 1 ton of Coal delivered to Mrs. Wyman. {C. B., 
Housing acct.) 

Short extend, on one line, such items as the above until the close of the day. 

Pay cash for pins, 10^; postage, 60^; pads, 25^. {Eapefise account; short extend.) 

Deliver and house the following ton loads of Coal, on account: Mary Carr, 86 Niagara St., 1 ton 
Stove, gross, 2893, wagon, 893. James D. Hunt, 96 Pearl St., 1 ton Nut, gross, 2886, wagon, 886. 
E. L. Bannister, 718 E. Seneca St., 1 ton Egg; gross, 2904, wagon, 904. Mark Simons, 821 Niagara 
St., 1 ton Grate; gross, 2815, wagon, 815. {Enter in W. B., stubs Nos. 6 to 9, inclusive. Extend the 
fuU amount in each case in "total amount " column, and 25 f in on account "Housing" column.) 

Pay Ned Wilkinson, for housing, W. B., stubs 6 to 9, inclusive, 1.00, in cash. 

Foot and rule the cash columns in the Weigh Book, and carry the footings to the Cash Book. 
Extend the f ootmg of the cash Coal column into the special Coal column, and extend the footing of the 
cash Housing column into the General column. Foot the short extended items in the Cash Book, and 
carry the footings into their proper columns. Copy the entries appearing in the Check Book for the 
day, into the Cash Book. Next, foot the Cash Book in pencil, and prove the cash. The cash in safe 
is 190.65. 

Bemember, in proving the cash, to add the amount in safe to the amount in bank. The sum of these two items 
should agree with the difference between the sides of the Cash Book. Do not balance or rule the Cash Book. 

Now post the items appearing in the General column of the Cash Book, — those on the left-hand 
side to the credit of their respective accounts, and those on the right-hand side to the debit of their 
accounts in the main Ledger. Open a Private account with H. H. Thompson. Give each account 10 
lines space. Do not post the footings of the special columns in the Cash Book at this time. 
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MEMORANDA OF TRANSACTIONS FOR MAY (Continued). 

There is no posting to be done at this time from the Purchase Book. 

Post from the Weigh Book the sales for the day made on account. Debit each customer in the 
Sales Ledger for the amount of the sale where the sale is of even tons or fractions of a ton, and not made 
on contract. Debit each customer in the Sales Ledger for the quantity y in pounds, when the sale is made 
on contract. {See illustration^ page 126,) Give each account one-fourth page space. The credits from 
the Weigh Book will not be posted until the end of the week, which in this set represents a month. 

TUESDAY, MAY 2, 189-. 

Sell M. Moore, 315 Vine St., for cash, ^ ton Stove; deliver and house. Gross, 1903; wagon, 903, 

Pay Emmons & Drake, for bill of horse feed, in cash,. 10. 76. {0. B., Cartage acct.) 

Pay Roy & Co., in cash, for their bill of office furniture, 110.00. {C. B,, Furniture acct.) 

Receive order from Nellis & Burton for 13 tons Stove, to be delivered at present list price. Receive 
cash on same, 25.00. {Open an account with Nellis S Burton in Sales Ledger y make memorandum of 
contract y and enter the payment in the Cash Book, Credit Nellis £ Burton, on acct.y 26,00, and extend 
the amount into the Accts, Rec, column. ) 

Pay cash to David Barrett, for office sign, 16.00. (C. B,, Furniture acct.) 

Sell to John Smith, Stove Coal, in yard for cash. Gross, 1868; wagon, 618. {See 101, page 127.) 

Rent lock box at P. 0. for three months, and pay rent on same in cash, 75^. {C. B., Ea^ense acct.) 

Pay for daily paper — '* Express" — 1 mo., 50^; soap, 10^; dipper, 25^. 
Remember to short extend such items as the above. 

Place the following contracts for Coal: Jas. K. Davies, 243 E. Seneca St., 5 tons Grate, 5 tons 
Stove, 6 tons Nut, to be delivered. Bronson Furnace Co., 854 W. Seneca St., 10 car loads Run of Mine, 
10 tons Stove, in yard. Belding & Hill, 120 E. Seneca St., 10 tons Nut, 10 tons Stove, to be delivered 
and housed. John C. Bliss, 273 W. Seneca St., 4 tons Stove, 4 tons Nut, to be delivered. John Hall, 
Black Rock, to be delivered in yard, 10 tons Egg. All of the above at present prices. {Open accou7its 
and enter contracts.) 

The 6 car loads of Coal from Beemis Bros. & Co., shipped on Apr. 28th, as per manifests entered 
on the 1st inst., have been received, weighed, and the invoice, dated Apr. 28 on acct. 10 days, has been 
checked oft. The Stove and Nut are invoiced at 3.75 per ton and the Egg at 3.50. Amount of 
invoice, 236.63. {Fill out remainder of record in Purchase Book hy entering into ''When Rec'd^' and 
*'When Due'^ columns, and Memo. Acct. as well as Stock Record. See illustration y pages 124, 125,) 

Receive manifests and invoice, dated Apr. 30, of Bituminous Coal ordered of Kinney & Co., Erie, 
Pa., on Apr. 26th, and shipped Apr. 30th; terms, on acct., 10 days, net, as follows: 



Car No. 148, L. V. R. R., 10 T., 8 cwt., R. 0. M. 
Car No. 115, '' 10 T., 3 cwt., R. 0. M. 

Car No. 1822, " 11 T., 2 cwt., R. 0. M. 

Car No. 852, " 10 T., 9 cwt., R. 0. M. 

Car No. 1123, Penn. R., 10 T., 3 cwt., R. 0. M. 
Car No. 752, '* 11 T., 11 cwt., R. 0. M. 



Car No. 888, L. V. R. R., 10 T., 17 cwt., R. 0. M. 
Car No. 223B, Penn. R., 10 T., 2 cwt., 11. 0. M. 
Car No. 116W, Penn. R., 10 T., 6 cwt., E. 0. M. 
Car No. 850, Penn. R., 10 T., 10 cwt., R. Q. iM. 
1 Car No. 1162, L. V. R., 10 T., 2 cwt.. Smith. 
1 Car No. 827, Penn. R., 10 T., 7 cwt.. Lump. 



The Run of Mine is invoiced at 1.50, the Smithing, at 2.25, and the Lump at 2.00. {See ^loteSr 
page 128.) 

You will now prove the Cash Book and post the entries for the day. Cash in safe, 83.71. See 
instructions at the end of the memoranda for the preceding day. Credit the item appearing in the 
Accts. Rec. column of the Cash Book to its proper account in the Sales Ledger. 

WEDNESDAY, MAY 3, 189-. 

Deliver the following Coal, on account: W. B., stub No. 12, John Hall, Black Rock, in yaid 
from car No. 963, 11 T., 10 cwt. Egg. {See contract in Sales Ledger,) W. B., stubs Nos. 13 and 14» 
Belding & Hill, 120 E. Seneca St., from car No. 875, 11 T., 9 cwt. Nut; from car No. 820, 12 T., M 
cwt. Stove, housed. Housing, 2.90 and 3.00. {See delivery to H, J, Bunt, page 129,) 



\ 
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MEMORANDA OF TRANSACTIONS FOR MAY (Continued). 

Deliver Stove Coal to W. E. Bndlong, 1520 Niagara St., to apply on contract as follows: 
W. B., stub No. 15.— 3076 lbs.; wagon, 875 lbs. W. B., stub No. 17.— 3140 lbs.; wagon, 840 lbs. 
W. B., stub No. 16.— 3150 lbs.; wagon, 850 lbs. W. B., stub No. 18.— 3150 lbs.; wagon, 850 lbs. 

{Enter hi W. B., stubs N'os. 15 to 18, inclusive. Extend into stock columns. On stub No, 18 write 
in red ink, " to apply on contract No. 15,^ and extend the total amount into the money column.) 

Deliver Stove Coal at contract price, to Mrs. Timmerman, 85 Pearl St., as follows: 



W. B., stub No. 19.— 3060 lbs.; wagon, 860 lbs. 
W. B., stub No. 20.— 3150 lbs.; wagon, 850 lbs. 



W. B., stub No. 21. — 3150 lbs.; wagon, 850 lbs. 
W. B., stub No. 22.-3040 lbs.; wagon, 840 lbs. 



Deliver to Carroll & Newman, 63 Oxford St., from car No. 942. W. B., stub No. 23,-12 T., 
7 cwt.. Nut, per Weldon. 

Sell for cash to John Holmes, 1113 E. Bridgeport St., and house, W. B., stubs Nos. 24, 25, 26 
and 27, 1 ton each Stove Coal; wagon, each load, 820 lbs., per Weldon. W. B., stubs Nos. 28 and 29, 
1 ton each Egg Coal; 30 and 31, 1 ton each Nut Coal; wagon, each load, 800 lbs., per Weldon. 

The 12 car loads Bituminous Coal from Kinney & Co. have arrived; Coal weighed and manifests 
verified. Deliver 10 cars of same to Bronson Furnace Co., on their side track — 105 tons, 11 cwt., 
R. 0. M., at yard prices. (Enter same in W. B., stub No, 32, for account Bronson Furnace Co. Com- 
plete entry in Purchase Book for Kinney <& Co.) 

Deliver to Bronson Furnace Co., on their side track car No. 822, 10 T., 2 cwt. Stove. 

Where Coal is sold in car lots "on the track," the practice is to give the purchaser the benefit of the gross ton 
weights, and also of any " over-running" in weights, hence the above charge to Bronson Furnace Co. on the basis of the 
weights given in the manifest. 

Sell to Moore & Warner, in yard, 7 tons, 15 cwt. Stove Coal, and receive cash for same. 

Pay for housing the coal delivered to Belding & Hill, 5.90, and to John Holmes, 2.00, in cash. 

Sell Coal for cash, and deliver to the following persons: Jas. D. Comstock, 413 Michigan Ave., 
1 ton Nut, housed ; wagon, 850 lbs. Mrs. L. B. Price, 143 Niagara St., 1 ton Stove, housed ; wagon, 
890 lbs. James M. Mason, 454 Main St., 1 ton Grate, housed; wagon, 830 lbs. 

Pay the following freight bills: On Beemis Bros. & Co's. shipment of Apr. 26, rec'd May 1, 10 

cars, 91.22 ; for their shipment, Apr. 28, rec'd May 2d, 6 cars, 47.97 ; total for their account, 139.19. 

On the 12 cars rec'd from Kinney & Co., shipped April 26th, 88.20. Pay cash, 91.22; balance, per 

check, 136.17. (0. B., Acct. Pay., Be&inis Bros. £ Co., 91.22. Ck. Bk., Beemis Bros. & Co., 47.97; 

Kinney <& Co., 88.20.) 

At the time of entering in the Cash Book and Check Book bear in mind to make the necessary explanations. After 
the Check Book entries have been copied into the Cash Book the items are posted to the Accounts Payable Account, and 
also in the Purchase Book. (See illustration, page 1C5.) Be sure to enter the freight on each invoice immediately oppo- 
site the amount of the bill, together with the dale. The balance will be the amount due. 

Paid cash for nails, lOjJ; repairing wagon, 5.25. (Expense.) 

Deliver Nellis & Burton, from car No. 352, 13 tons, 3 cwt. Stove Coal. 

Prove the Cash Book and post the entries for the day. Cash in safe, 68.37. (See note above.) 

THURSDAY. MAY 4. 189-. 

Buy of H. Hulburt the premises now occupied, for 7500.00. Pay for same by check, 5000.00; 
balance on a 3 years' 5^ mortgage, from date. Beceive rebate on rent, in currency, for 28 days, 45.16. 
(Enter in C. B. to credit of Expense, 45.16, aful on stub of Clieck Book, Real Estate acct. 5000.00, and a 
memorandum of the 2500.00 mortgage.) 

Pay for housing Coal delivered to Comstock, Price and Mason, on the 3d inst., in cash, 75^*. 

Receive the following collections on account : H. J. Hunt, 50.00 ; Mark Simons, 4.75 ; Mary Carr^ 
5.00; John Hall, 25.00; Belding & Hill, 53.00; W. E. Budlong, 20.00; Carroll & Newman, 58.66; James 
Hunt, 5.00 ; Bronson Furnace Co., 250.00. (Enter the above in the Cash Book and extend the anioufits 
into the A cats. Rec. column. Remember to post these items to the Sales Ledger at the close of the day's 
business. ) 



182 THEORETICAL AND PRACTICAL BOOK-KEEPING. 

MEMORANDA OF TRANSACTIONS FOR MAY (Continued) 

Edw. West drew cash from the business per check, on private account, 50.00. {Private acctJ) 

Pay bill for advertising, 9.50, per check. 

Deposit cash in bank, 500.00. 

F. W. Jones & Go's bill for 1 Coal screen, 25.00, and two shovels, 2.50 each, has just been pre- 
sented. Pay same per check. ( Ck, Book, Furniture acct. ) 

Deliver the following Coal on account: M. L. Burton, 87 Pearl St., 1 ton Stove; wagon, 850 lbs.; 
teamster, Weldon. G. H. Spore, 95 Michigan Ave., 1 ton Nut, housed; wagon, 860 lbs.; teamster, 
Weldon. James W. Mason, 1 ton Nut, housed; wagon, 850 lbs. ; teamster, Weldon. 

Pay John Weldon cash, 6.67, in full for services to date. {Cartage acct.) 

The firm now decide to sell the horse and wagon, and hereafter hire all carting. John Weldon 
is notified of the change, and that in consequence his services will be no longer needed. Upon a 
proposition made by him, the firm decide to sell him the horse, wagon, and harness on the lease-install- 
ment plan, and to contract with him for one year for their delivery of coal. The sale and contract is 
as follows: Horse and wagon, 275.00; 1 single work harness and 1 plated harness, 85.00. Total lease, 
860.00. Terms of sale: 25.00 cash, first payment, and 25.00 per month thereafter until the whole sum 
and interest has been paid. Receive cash, for first installment, and deliver the property. {Journal : — 
*' Lease Dr. To Horse and Wagon, 360.00." 0. B., ''Lease, Bee' d on Lease, first p'm't., 26.00.'') 

Sell for cash the horse feed remaining on hand, 8.25. {C. B., Cartage acct.) 

Copy into your Cash Book, immediately under the other entries for the day, the payments made 
per check, as shown by Check Book stubs. Ck. No. 4, "Real Estate, 5000.00." 

Enter in Journal from the memorandum found on the stub in connection with the above payment 
of 6000.00: "Real Estate Dr. To Mortg. Payable, 2500.00." 

Prove the Cash Book and post the entries for the day. The cash in safe is 110.77. 

FRIDAY. MAY 5. 189-. 

Sell for cash, and deliver and house, the following tons of Coal: Mrs. Mary James, 417 Michigan 
Ave., 1 ton Nut; wagon, 850 lbs.; per Weldon. L. W. Parsons, 173 Niagara St., 1 ton Grate; wagon, 
850 lbs. ; teamster, Weldon. 

Receive the following orders for future delivery, and to be housed: Myron C. Davis, 128 Forest 
Ave., 5 tons Egg, 5 tons Stove. J. E. Lansing, 92 Front St., 3 tons Grate. 
Bemember to open accounts and enter contract at head of each. 

Receive cash on account as follows: Nellis & Burton, 37.46; Belding & Hill, 50.00; John Hall, 20.00. 

Deliver the following Coal, on account, to James K. Davies, 243 E. Seneca St. : Grate, 2850 lbs. ; 
wagon, 850 lbs. 2860 lbs. ; wagon, 860 lbs. 2850 lbs. ; wagon, 850 lbs. 

Remit Beemis Bros. & Co., per draft on New York, for amount of invoice No. 1, April 26, 
374.93, less freight heretofore paid, 91.22. ^ Buy draft at bank per check, and attach freight bill, 91.2.2, 
to the draft. Exchange on draft, 50^. {E7iter the above in the Check Book. At the close of the day 
extend the amount of the draft into the Accts. Pay. column of the Ca^h Book and post to Purchase 
Book. Charge the Exchange to Expense account.) 

Prove the Cash Book and post the entries for the day. The cash in safe is 227.98. 

SATURDAY. MAY 6. 189~. 

Received cash onoccount, as follows: Maggie Wyman, 5.00; M. L. Burton, 4.75; E. L. Bannister, 
4.75; Mrs. Timmerman, 10.00. 

Deliver M. C. Davis, on contract, as follows: Egg Coal, and house, 2850 lbs.; wagon, 850 lbs. 
2850 lbs. ; wagon, 850 lbs. Stove, 2860 lbs. ; wagon, 860 lbs. 

Deliver 1 load of Grate Coal to J. E. Lansing, on contract, as follows: 2860 lbs.; wagon, 860 lbs.; 
to be housed. 
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MEMORANDA OF TRANSACTIONS FOR MAY (Continued). 

Semit Kinney & Co., per draft on New York, for amount of invoice No. 3, April 30, 201.76, less 
freight charges. Buy draft by check. Exchange, 50^. (See remittance to Beemis Bros, i& Co, , page 1S2, ) 

Pay Thos. Brown, for housing, per W. B., stubs 4 and 10, 40^, in cash. 

Pay Miss Julia Porter for one week's services as book-keeper, 8.00, in cash. 

Pay gas bill to date, per check, 3.50. 

The amount due ,Weldon, for cartage, is as follows: W. B., stubs No. 42 to No. 50, 2.26; housing, 
as per W. B., stubs 40, 41, 42, 43, 47-50, 2.00. 

Pay Weldon for carting and housing of Coal as per contract, in cash, 4.25. (C. B, Charge Housing y 
2.00, and Cartage, 2.25.) ' 

In actual business Weldon would carry a pocket pass book, in which would be entered each load as sent out. 

Prove the cash and post the day^s business. The cash in safe is 239.83. Balance, foot and rule the 
Cash Book and post the footings of the special columns. 

You will now foot the amount column of the Purchase Book and post the footing to the Main 
Ledger, " Coal to Accts. Pay." {See 89 and 90, page 126.) Next foot the "On account " columns of 
the Weigh Book and post the footings, "Accts. Bee. To Coal and Housing.'* {See 10 to 16, page 122.) 
Next foot the stock columns of both Purchase Book and Weigh Book, preparatory to determining the 
inventory. {See 62, 68, page 123, and 84 to 87, page 12^.) Since all of the R. O. M. coal was sold by 
gross weight there is no change to be made in the footing of the R 0. M. column of the W. B. Sub- 
tract 10 T. 2 cwt. from the footing of the Stove column of the W. B. for the sale of Stove coal by gross 
weight, the balance will represent the sales of Stove in net tons. Change this balance to equivalent 
gross weight, to which add 10 T. 2 cwt., and the sum will represent the sales of Stove for the week 
in gross tons. In changing from net tons to gross tons, if there be a remainder of 56 lbs. or over, add 
another hundred weight; if less than 56 lbs. drop the remainder. Next change the footings of the 
remaining columns of the W. B. to gross ton equivalents. Next deduct the gross ton sales as shown 
by the Weigh Book from the gross ton purchases as shown by the Purchase Book ( see illustration of 
Purchase Book, page 124 ), the remainder will represent the quantity that should be on hand. Bule 
the stock columns of the Purchase Book and bring down the inventory below the rulings. Rule the 
Weigh Book as illustrated on page 123. 

INVENTORY. 

Coal : Lump, 10 T. 7 cwt. ; Smithing, 10 T. 2 cwt. ; Grate, 4 T. 3 cwt. ; Egg, 5 T. 18 cwt ; 
Stove, 14 T. 7 cwt.; Nut, 21 T. 19 cwt., at cost. Fubnitubb, at cost. Real Estate, at cost 
Expense : office books, etc., 17.50. 

You will now make out a balance sheet and close the Ledger. Your net gain is 226.48. Do not 
close the partners' private accounts into their investment accounts, but treat them as resources. Close 
the Loss and Gain account into the partners' private accounts. Take an abstract of the Sales Ledger 
and prove by comparing the balance of it with the balance of the Accts. Bee. acct in the Main Ledger. 
Next take an abstract of the Purchase Book and prove the same by comparing the balance of it with 
the balance of the Accts. Pay. acct in the Main Ledger. 

QUESTIONS FOR REVIEW. 

Page 122. — What books are used in this set? Which are main books? Describe the Weigh Book. 
What is the advantage of using the Weigh Book as a main book? Describe the forms of the duplicate 
stubs and explain their uses. How and when is the posting done from this book? Page 123. — What 
use is made of the special columns on back of the stub of the Weigh Book? Describe the Daily Cash 
Balance Book and explain its use. Describe the Sales Ledger used in this set and explain its use. 
Page 124. — Describe the Purchase Book. What books are combined in this book? What accounts are 
posted from this book? Explain the uses of the following columns: Manifest, Stock Record, Accounts 
Payable, To Whom Due. How is the inventory determined in this set? How else may it be deter- 
mined ? Page 125. — Describe the Main Cash Book used in this set and tell how the posting is done 
from it. Beview the notes and instructions in the memoranda of transactions, and be prepared to 
answer any questions on them. 



WHOLESALE AND RETAIL LUMBER BUSINESS 

ALSO ILLUSTRATED FORMS OF BOOKS ADAPTED TO THE BUSINESS OF 

ma:n'ufaotueikg ajn^d jobbii^g lumber 



* This set illustrates a method of book-keeping for a Wholesale and Eetail Lumber Business. Illus- 
trated forms are given of the special, main, and auxiliary books, on pages 136-139. 

" The Main Books used in this set are Main Cash Book, Sales Book, Accounts Payable Book, 
Journal, Main Ledger, Sales Ledger and Purchase Ledger. ' The Main Ledger may be divided into 
three divisions, instead of keeping three separate books. 

* The Auxiliary Books are Order Book, Price List, Pay Roll, Petty Cash Book, Moulding List 
and Bill Book. 

" For a manufacturing and jobbing business a Market Ledger and a Log Measure Book will be 
required, in addition to the above books. {See ilhcstratioiis of Market Ledger and Log Measure Book 
on page 137 , ands2)ecial notes on Cash Book, Sales Book and Accounts Payable Book foot of page 136,) 

* The Order Book in this set is purely an auxiliary book and cannot be used as a main book on 
account of the peculiarity of the business. In the illustrated Order Book, given on page 136, let the 
student examine the order of A. L. Dye & Son. The order is left to be delivered at the Mason job on 
Seneca Street. The first item: '*2 loads 2'x6^ — 13' Hem.," means 2 loads of Hemlock, dimension 
lumber, 2 inches thick by 6 inches wide and 13 feet long. Inch is indicated thus ', and foot thus '. 

'A standard Hemlock board is 9 inches wide, 1 inch thick and 13 feet long. Hence, "1 Hem. 
board 6* wide, @ 12^ nuans on a basis of the standard board. The price for a 6' board would be | of 
12^, or 8^. The third item: 2 Doors, 2' 6'x6' 6'— li^ No. 2, is for two number 2 doors, 2 teet 6 
inches unde by 6 feet 6 inches long and 1^ inches thick, 

* One order may require several loads for delivery on different dates, before it is filled. * The yard 
man usually carries a pocket sales book in which he enters the details of each load. "At the end of the 
day's business this book is copied into the Sales Book. " Sometimes an order blank is given to the yard 
man to be returned when the order is filled. These blanks are sometimes bound in book form with 
stub, and numbered consecutively. " The stub in such cases may serve as a Sales Book. 

The Sales Book. — "The peculiar feature of the Sales Book is the manner of recording sales. 
Perhaps the entry clerk finds in the pocket sales book or on the order blank, an entry like the fol- 
lowing: A. B. Loomis &,Co., 6. 2'xlO'— 13'; 6. 2' x 6'— 15'; 3. 3'x4'— 18'; 2. 2'x9'— 16'; 2. 
3'xS'—16'; 4. 5^x8'— 15'; 5. 2^x9'— 20', Hem. 

He must copy into the Sales Book and convert into feet, and from the list get the prices, as follo\^: 



A. B. Loomis & Co. 




6. 2^x10^ 13' Hem. - 


-130 ft., 


5. 2'x 6^ 15' " 


75 


3. 3''x 4'— 18' " 


54 


2. 2^x 9' 16' *' 


48 


2. 3'x 8' 16' '' 


64 


4. 5'x 8'— 15' " 


200 


5. 2"x 9' 20' " 


150 



12.00 


1 






15.00 


8 




10 



56 



591 ft., 15.00 8 87 

43 

^* In entering the number of pieces, most lumber dealers place a period after the quantity instead of writing the 
word 'pieces " or the contraction ** pea." As 6. for 6 pieces; 5. for 5 pes., etc. {See entry above.) 

'^Explanation of Sales Book. — In the second item — 5 pes. 2*x6' — 15' long, it is evident that 
for each running foot there is one foot of lumber. Board Measure, and that in each piece there are 15 
feet of lumber, or, 75 feet in the five pieces. In the first item — 6 pes. 2''x 10*' — 13' — it is evident that 
there are If feet lumber for each running foot ( 2 x 10 -^ 12 = If ) and 6 x If X 13 ft. = 130 ft. But 
instead of multiplying as given, the entiy clerk considers the pieces, inches and feet as so many factors, 
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the product of which, divided by 12, will give the number of feet. This would be 6 x 8 ><; lOx 13 -t- 12 
= 130. But he scans the work and, cancelling the 6 and 2 mentally, he says: " 10 X 13 ft. = 130 ft.*" 
In the second he drops the 2 and the 6 ( factors of 12 ) and says "5x15 ft. = 75 ft." In the third, he 
drops* the 3 and 4 and says: ** 3 x 18 ft. = 54 ft." In the fourth, he drops, a 3 out from the 9 and 
a 4 from the 16, and says : '< 2 X 2 X 3 X 4 = 48 ft." In the fifth, he drops the 3 and a 4 out of the 
8 and says: ** 2 X 2 x 16 = 64." In the sixth, he says: " 4 x 5 x 2 x 5 = 200 feet." In the seventh, 
he says: ** 5 X 2 X 3 X 5 = 150 feet." 

**The Price List is usually regulated by the Lumber Dealer's Association. *'The entry clerk or 
book-keeper, when copying the pocket sales book of the yardmaster, finds, as a usual thing, no prices 
recorded. "He must look them up from the lists or from the Contract Book. ^'In the memoranda 
following, no prices are given. " The student will, therefore, consult the price list in writing up his 
Sales Book. 

Moulding Price List. — " Mouldings are sold by regular numbers. "A diagram book showing a 
transverse section of each kind in stock, or a sample of each kind, is kept in the office. " The pur- 
chaser selects the kinds he desires from the diagrams, or from the samples, and the order is recorded 
without visiting the moulding shed. 

'*The Pay Roll combines the Time Book with the Pay Roll. "Instead of recording each day's 
work, only lost time is recorded. The illustration shows a total of 345.50 for the month. This 
should foot with Labor column in the Cash Book, on page 13^. "The "Advanced'* column of 85.00 is 
compiled from the Gash Book, and is for small sums advanced during the month and prior to pay day 
••The "Balance" column foots 260.50, and, of course, is the amount remaining due and will represent 
the aggregate of the cash in the envelopes as put up by the cashier. 

How To Pay Off. — " Some business concerns pay oflf by checks, giving to each employee a check 
payable to his order for the amount due him. As the check must be endorsed by the employee before 
he can get the money on it, it becomes, in effect, a receipt. " Other concerns pay off in currency, some 
by what is known as the envelope system. 

'• Where currency is used the book-keeper or cashier usually gets from the bank just the amount of 
money, and just the kind of denominations and change wanted. " To accomplish this he scans his pay 
roll name by name and records each result as follows: Suppose he has M. W. Barnes, 68.86, recorded, 
and W. W. Jones, 75.75, recorded. He rules columns on a tablet -for 20's, lO's, 5's, 2's, and I's for 
dollars, and for fractional currency, 50^, 25^, 10^, 5^, 1^. Commencing with Barnes, he enters in his 
list, 3 in the column headed twenty, 1 in the five column, 1 in the two column and 1 in the one column. 
3 X 20.00 -f 5.00 4- 2.00 + 1.00 = 68.00. Fractioyicd: 1 in 50^ column, 1 in 25^ column, 1 in 10^ 
column, 1 in 1^ column; and 50^ + 25^ + 10^ + 1^ = 86jJ. For Jones — 3 twenties, 1 ten, 1 five and 
50^ and 25^ = 75.75. Instead of 3 twenties, 1 fifty and 1 ten could be used. In fact use the largest 
denominations. Then add each kind. " When the amount required is determined, a check is drawn 
for that sura, payable, usually, to " Pay Roll," and taken to the bank, together with the memorandum 
of denominations wanted, and cashed. " This cash should be kept separate from the other cash on 
hand, especially where the envelope system is used, so that if any mistakes are made in filling the 
envelopes they may be detected before paying off, {See form of Pay Roll memorandum on page 193.) 

** Where the envelope system is used, the envelopes are prepared for filling after the pay roll has 
been made out for the week or month. " This is done by copying on the envelopes from the pay roll 
the names, or the pay roll numbers, of the employees, and usually, the amounts due them. 

" The envelopes are filled by placing in each one the amount written upon it, the person filling the 
same being careful to select the largest possible denominations each time in making up the amount, so 
as not to run short of change. "When the last envelope is reached, the amount of pay roll cash 
remaining should exactly tally with the amount called for on the envelope. " If it does not so tally, 
then a mistake has been made in filling the envelopes. " To locate the mistake it will be necessary to 
recount the cash in the envelopes, beginning with the last one filled, and compare the amounts in them 
with the amounts written on the envelopes. " The envelopes are not usually sealed until all have been 
filled and the cash proven as explained above. ** When the book-keeper or cashier pays off, for 
convenience the envelopes are arranged in the cash box or on the desk so that the numbers appear 
consecutively, when the envelopes are numbered, or so that the names appear alphabetically, when 
names are used. " The paying off is usually done by the cashier, book-keeper, foreman, paymaster or 
some one who is familiar with the names or numbers of the employees. 
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ORDER BOOK. 

BROCKPORT, JUNE 1, 189-. 



V 

v 

V 
V 

V' 

V 



A. L. Dyer & Son (Contractors), 

Deliver to Mason Job, 156 E. Seneca St. : 

2 loads 2'x 6' — 13' Hemlock, 

2''x8' — 13' Hemlock, 

3' X 4^^ — 13' Hemlock, 
100 Hem. Boards, 9' wide, 
100 Hem. Boards, 6^ wide, 
2 Doors 2' 6'x 6' 6'— \\\ % 2, 
10 Windows 8'x 10^ 12 Lights, 
10 M Clear But Shingles, 
25 M X X X X Shingles, 
200' Old Pine, 
300' Box Lumber, 
1 load No. 1 Siding, 
1 load Sec. Growth Siding, 
1 load Spruce Sheathing, 

Forward to 0. B., page 10. 
Due on order 10 M. C. B. Shingles. 



^' The Log Measure Book is one in general use at such lumber centers as Bay City, Bangor and 
Atlanta, and throughout the lumber camps of Michigan, Maine and Georgia. " Logs are bought by the 
market. A "market" means a standard log. "A standard log in the north woods of northern New 
York, is a 13 foot log, measuring 13 inches at the small end inside the bark. ^^ The standard log of 
Michigan is a 13 foot log, 19 inches in diameter at the small end. It is evident that a log 26 ft. long is 
equal to two standard logs, and one 39 ft. long equals three standard logs. *^A11 logs over 25 feet in 
length are measured in the center of the log, or equi-distant from the two ends. 

How To Measure Logs. — "According to Doyle's Rule a market 13 inches in diameter contains 
66 feet of lumber. Board Measure, and a 19 inch market, 183 feet. A very reliable rule to find the 
number of feet in any log Is the following: 

fiuLE. — ^'Measure the diameter of the log at the small end inside the bark. From the diameter in 
inches subtract four inches. Multiply the square of one-half the remainder by the length of the log in 
feet and divide the product by 4; the answer will give the number of feet in the log. 

Example: 1 log, 13 feet long, 13 inches in diameter. 

Operation : 13'— 4'=9'. | or 4^ x 4^ = 20^. 20^ x 13 -f- 4 = 66 feet. 1 log 25 feet long, 20 
inches in diameter = 20 — 4 -5- 2 = 8. 8 x 8 = 64. 64 x 25 = 1600. 1600 ~ 4 = 400. 

To Find the Equiyalent in Markets. — '" Since circles are to each other as the squares of their 
diameters, to find the equivalent of a log in markets, divide the sum of the squares of ^le diameters 
by the square of the diameter of the Standard Log. 

In the illustration of Market Ledger, on page 137, a Market log is a 13 inch diameter. The sum 
of the squares of all the diameters is 3426, and this divided by the square of 13 in., the diameter of the 
standard log, or 169", gives 20^ Markets. 

To Calculate Lumber. — The teacher should supplement the memoranda by giving the student 

considerable drill in calculating Board Measure. He should see that the student learns by scanning 

the items to drop or cancel 12 and carry out the amount in feet. Sometimes this cannot apparently be 

done, and yet there is always a short cut. ** Take for example: 5 pes., 2*^x8' — 25'. Say, 5 x 25 x li 

= 167 feet { 2 x 8 = 16. 16 -j- 12 = 1^). Following are some of the more difficult combinations, and 

the short cuts in each: 10 pes., 3'x 20'— 14'= 10 x 5 x 14 = 700' ( 3 X 20 = 60. 60 -f- 12 = 5); 2 pes., 

8'x 9^—30'= 2 X 6 X 30=360 (8x9 +12= 6 ); 5 pes., 4'x 10'— 17'= 5 X 17 X 3^ = 283' {cancel 12 in 

4X10 = Si); 3 pes., 4'x5'26'=5 X 26 = 130' {drop S and i); 10 pes., 2'xl5'— 21'= 10 x 21 x 2^ 

= 525' ( drop 12 in 2x 15 = 2\). {See illustrated Sales Book, page 137.) 

Where the business is manufacturlDg lumber from logs bought, and from ** Mill Run" cargoes, it may be desirable 
to keep the following divisions on merchandise account: "Pine/* ^^Hemloek" "Spnice" **Hard Wood" *Lath" and 
"Shingles" In such a case rule additional columns in the Cash Book, the 8ale8 Book and the AeeourUe PayaUe or PwrehoH 
Book, same as in the Coal Set 
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SALES BOOK. 

BROCKPORT. JUNE 1, 189-. 



L.F. 



37 



A. L. Dye & Son, 

20 pes. 2^x 6'— 13' Hem., 2^0' 

208' 
325' 



At Mason Job. 



12 
25 



(( i}» 



2'XS'— 13' 
3'X4'— 13' 



52 



37 



13 
9 



793' 

100 Hem. Boards, 9' wide, 
100 Hem. Boards, 6" wide = 66f bds. 
2 Doors, 2' 6'x 6'6'— li)t2, 
10 Windows, 8' X 10^ 12 Lights, 
25 M Clear But Shingles, 
lOM XXXX, 

0. W. Warren, 

10 M C. B. Shingles, 

5 M X X X X " 
100 Hem. Boards, 6" wide, 



12.00 
12^ 
12^ 
2.25 
1.75 
3.00 
4.00 

At residence. 
3.00 
4.00 
12^ 



SXTEN8ION8. 



A. L. Dye & Sok, 

5 pes. 3' X 4' — 13' Hem. 



Accounts Bee, 
To Mdse., 
Accts. Bee, 



Returned on ^. 

65', 12.00 

Net sales. 



224.52 



223.74 

.78 



9 
12 
8 
4 
17 
75 
40 



30 

20 

8 



52 
00 
00 
50 
50 
00 
00 



00 
00 
00 



ON AOCT. 



166 



58 



52 



00 



224 



52 



BXTURNSn. 



223 



224 



78 

74 



52 



18a-. 
June 



LOG MEASURE BOOK. 



E. W. Marion. 



13 ft. long. Hemlock, 1.50 per Market. 



V V V V 
5 — 6 — 7 — 13- 

V V V V 
18 — 15 — 13 — 6. 



V V V V V V 
18 — 6 — 15. 6 — 8 — 13 



18 — 9 — 7 — 15 — 9 — 13 — 9 — 13 



18 — 6 



The check marks placed over the figures in the Log Measure Book are posting marks. 



MARKET LEDGER. 

E. W. MARION. 









HEMLOCK. 


LENGTH. 


SUMMARY. 


189-. 


5' 

/ 

1 


6' 

/// 
// 

5 


7' 
// 

2 


8' 
/ 

1 


9' 

/ 
// 

8 


18" 

// 
/// 

5 


15' 

// 

/ 

8 


18- 

// 
// 

4 

• 


13 ft. lon^. 


No. Logs 


Diams. 


Squares. 


Markets. 


Price. 


Amt. 


June 


1 

1 





• 




1 
5 
2 
1 
8 
6 
8 
4 

1 

1 


6« 

6« 

V 

8« 

9« 
13« 
16* 
18» 

Total, 


25 

180 

98 

64 

248 

845 

675 

1296 


20M 
= 20i 


1 


50 


80 






1 


8426 


8S 










8426-1-13 


« (or 169) 
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CASH BOOK. 



Edward M. LoDg, 

Dye & Sod, 

Mdse., 

Dust and Shavlogs, 

Bo wen &Co., 

Mdse., 

Dust sod Shavings, 



Accounts Bee, 
Dust, etc., 
Hdse., 
Discount — Contra, 



EXPLANATORY. 



Invested. 
On account 
Per P. C. I 



Total for month. 



PETTY CASH BOOK. 

JUNE, 189-. 









RECEIVED. 1 


PAID. 


1,™ 


Mssr 


SK^I 


<IP«»<. 


TOBAra. 


June 


I 


1. 2-x 8' — 13' Pine, 69^; Lath, 40#, 

Dnst Ticket!, 4.50; 1 Load Sliavings, 60(1, 

Paid Postage, 3.00; Broom, 30(f, 

1 M C. B. ShiBglei, 

1 Load Saw Dust, 50i*; Lumber, 2.15, 

800' Old Pine, 8!*, 64.00; 1 Box Glaaa, 3.50, 

Paid Stationery, 2.25; Inli, 50^; P. 0. Box rent, 35^, 

Lumber, 8.60; Shavings, 75^; Dust, 50^, 

Mdse., 
Dust, 
To Safe, 


1 

3 
2 
67 

8 


09 

00 

15 
50 

60 


5 
1 


00 
50 
25 


2 

3 


30 
10 


83 
6 

89 






82 
6 

89 


3i 

75 

09 


6 


75 


6 


40 


69 
40 

09 








1 





PAY ROLL— JUNE, 1890. 



COM 'CEP. 


NAME 


DESCRIPTION. 


PKXC. 


TO.. 


AMT. 


..v.-c. 


BAI. 


**"JSI'*™ 


June 


9. 


Maaon, John 


Sawyer. 




00 


24 


4« 


00 


1ft 


ftO 


3800 


5,9. 




a 


Brown, J. W. 


YardmaBter. 


75 


H) 


Imo 


75 


)(l 


2 


■SO 


73 50 






a 


Tripp, C. W. 


Yardman. 




as 


a4 




10 


H 


Id 


200C 


3, 9. Disc'd. 




a 


Rice, E. M. 






as 


ao 


as 


.)() 






25 OC 


3, 5, 8, 9, H. 




a 


Carr, F. L. 






as 


aa 


27 


.=.0 


', 


50 


200C 


5, 8, 9, 10. 




V, 


Eddie, M. 0. 


Book-keeper. 


IOC 


)( 


1 mo 


I0( 


IMI 


a5 


:)() 


75'OC 






a 


Smith, W. C. 


Watchman. 


40 


oo 


Imo 


40 


IXi 


30 


00 


1000 






345 


50 


85 


00 


260:50 
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CASH BOOK. 











ACCOUNTS PAY. 






1 

1 


X>ATE. 


L.F. 


ACCOUNT. 


EXPLANATORY 






KXPEN8K. 


I4ABOB. 


aiCNERAT<- 










CONTRA DIS. 


KKT CASH. 








18^. 
























' 




June 

1 


1 

5 

8 

10 

16 

17 

18 

30 

28 

24 




Expense. 

Labor, 

Expense, 

E. M. Rice, 

Labor, 

Labor, 

Niles & Kinney, 

Labor, 

J. W. Martin, 

Labor, 


Oil, inv. Jf 1, 

J. Mason, time <^, 

Office books, 

Inv. # 2, 

J. W. Brown, 

E. W. Tripp, 

On account, 

W. C. Smith, 

To balance account, 

L. F. Carr, 


6 

11 


00 
50 


800 

78 
575 


50 

18 
00 


8 
18 


90 
12 


10 

10 
2 

80 

7 


00 

00 
50 

00 

50 








25 

28 
80 




Labor, 
Private acct, 
Labor, 

Accounts Pay., 


M. C. Eddie, 
Family expenses, 
Balance Pay Roll, 

ORRtS 

Total for month, "w 








68 




02 


25 

260 


00 
50 
50 


25 


00 




17 50 


958 


27 


845 


25 
971 


00 














18 








Expense, 

Labor, 

Discount — Contra, 

Balanee, 


<i (1 (( 
(( t( <( 

In bank, 13689.53 
" mfe, 231. 2 J^ 


















27 

845 

1 


02 
50 
32 
























1869 


97 




. 






\ 








— 










18920 


77 




15290 


74 


, 

















LUMBER PRICE LIST. 



Hemlock — Dimension lumber, 13' in length and less, 
any size, 
Any size over 13' long, 
Boards 1' thick and 9' wide, 

Other widths in proportion. 
Sheathing — Surface measure, 

Spruce — Dimension lumber, same length as Hemlock, 

3.00 per M more than Hemlock. 
Sheathing — Surface measure. 
Flooring — li*', surface measure. 

Old Pine — Clear, board measure. 

No. 1, 
Seconds, 

Box Lumber — 1' thick, 

Pine Siding — No. 1, surface measure, 

Second Growth Pine Siding, 
Doors — No. 1 — li'— 2' 6' x 6' 6', 
No. 1 — li'— 2' 6' X 6' 6', 
No. 2 Doors 50^ less. 
Windows — 8' x 10', 12 lights, 

12' X 20', 4 lights. 
Shingles — Clear Buts, 

" XXX X, 

Lath, 



Per M 



12 
15 



18 



18 
20 

80 
50 
40 

28 
32 
25 



00 
00 



00 



3 

4 



00 
00 

00 
00 
00 

00 
00 
00 



00 
00 



Per Hund. 



8 
5 
4 



00 
00 
00 



40 



Per Foot 
or Piece. 
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1 
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MOULDING PRICE LIST. 














No. 


9. 


n. 


18. 


25. 


67. 
6^ 


80. 

8^ 


100 


123. 


IJfi. 
200 


IJfi. 


155. 


160. 


178. 


183. 


192. 


Price, 


2^ 


3^ 


6^ 


15^ 


18^ 


100 


180 


50 


20 


10 


80 
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MEMORANDA OF TRANSACTIONS FOR JUNE. 

MONDAY, JUNE 25, 189-. 

Following is a statement of the resources and liabilities of Edward M. Livingstone, lumber dealer, 
at 418 Prince St.: Eesources. — Mdse. in yards, per Inventory Book, 168^0.38; cash, on deposit in 

F. N. Bank, 4500.00, in safe, 1308.62; notes on hand, John L. Gay lord, dated June 22, at 60 da., 
300.00; Myron Davis, dated April 27, at 60 da., 260.00; Conrad Moody owes on account, 278.00. 
Liabilities. — Note outstanding, favor Jackson & Co., dated April 27, at 2 mo., 500.00. (/., C. B, 
and B. B. See illustration of Cash Booh on page 138. Omit the Dust and Shavings column in your 

G. B, Use the ordinary two-column Journal in this set, ) 

Make a Journal entry of equal debits and credits in one entry, crediting the proprietor for his net investment. Cash 
being one of the items in the Journal entry, do not post but check it, using the initials of the Cash Book as a check mark. 
Enter the cash in the Cash Book and check with the initial of the Journal. Enter on stub of Check Book the amount on 
deposit. Treat the cash in bank as if on hand. Enter in the Bill Book the notes on hand and outstanding. Open 
accounts in the Main Ledger and post the Journal entry. Debit Accounts Keceivable for the amount due from Conrad 
Moody. Open an account in the Sales Ledger with Conrad Moody and debit him for the amount due. 

Buy of Green & Co., the premises now occupied, as follows: Purchase price, as per warranty deed 

received, 8500.00; paid cash down, per check, 2500.00; balance by 6 notes, for 1000.00 each, drawn 

payable one, two, three, four, five and six years, respectively, from date, with interest at 6j^, and secured 

by mortgage of 6000.00 on the property, due in six years. {Journal, " Real Estate to Cash and Mort^ 

gage Pay,'^ Enter also in Bill Book, Check Book and Cash Book. Check cash in the J, and the entry 

in the C B. ) 

Although notes are given they are not the producing factor in the above transaction^ hence, Mortgage Payable is 
credited. When one of the above notes matures Mortgage Payable will be debited for the face of the note, as it is really 
a part payment on the mortgage. 

The following names appear on the Pay Roll: John Farwell, yardmaster, 18.00 per week; W. C, 
Thomas, book-keeper, 15.00 per week; John Munroe, teamster, 2.00 per day; Thomas Kellog, John Dart, 
Edw. Hudson, and Harry Fowler, yardmen, 1.76 per day; Mark Browning, watchman, 10.00 per week» 
{Enter in Pay Roll, see illustration, page 188, Rule a. sheet of cap paper in proper form and use as a 
Pay Roll) 

Pay cash for new set of ofSce books, 15.00; for team of horses, two wagons, harnesses, etc., 350.00. 
(C. B., Expense, 16.00; Horse and Wagon, S50.00.) 

The sales of the day, as shown by the pocket Sales Book of the yardmaster, are as follows: E. G. 
Goulder & Co., 380 E. Seneca St., 20. 3''x4''— 13'; 10. 2'x6'— 13'; 25. 3'x8'— 13'; 16. 3'x8'— 15'; 
25. 2'x 6'— 20', Hemlock. James W. Griffis, 428 Pearl St., 10 M C. B. Shingles, 200 Hemlock boards^ 
9' wide. Milton Barnes, 829 Michigan Ave., 2000 ft. No. 1 Pine Siding; 300 feet Clear Pine. E. G, 
Goulder & Co., 380 E. Seneca Street, 500 ft. Hemlock Sheathing; 50 ft. Old Pine, clear; 2 doors^ 
2' 6'x6' 6'— li' No. 2; 115 ft. No. 1 Pine Siding. John C. Devendorf, 1698 Pearl St., 10. 2'x8''— 
13' Hemlock. E. G. Goulder & Co., 380 E. Seneca St., 2 M C. B. Shingles; 3 M XXXX Shingles; 10 
bundles Lath. Crandall & Moore, 1418 E. Main St., 25. 2'x8^— 18'; 10. 8''xl0'— 20'; 50. 2'x4''— 20' 
Hemlock. Crandall & Moore, Main Street job, 50. 3'x4'— 18'; 100. 2'x6'— 18' Hemlock. Crandall 
& Moore, Main St. job, 100. 3'x4'' — 18' Hemlock. Milton Barnes, Michigan Ave. job, 1500 ft. No. 1 
Pine Siding. {Enter above in the Sales Book. See illustration, pa^e 137. Calculate amount of feet. 
Board measure in all dimension lumber, afid in each result call any fraction of a foot a whole foot. See 
explanation, page 135. Get prices from price list, page 139.) 

In consulting price list remember that for all lengths of timber over 18 ft. long, the price is 8.00 per M higher. 
Collect under one charge in the Sales Book the three separate loads sent to Goulder & Co., and do the same with the three 
sent to Crandall & Co. The yardmaster records the lumber as it is sent out. 

The petty receipts and payments for the day, per Petty Cash Book, are as follows: Receipts, Mdse. 
15.82. Payments, expenses, 3.52. {Enter in the Main Cash Book, and extend amounts into the proper 
special columns. See M. C. B., pages 138 and 139 See, also, form of P. C. B., page 138 You will not 
be required to keep a P. C. B. in this set. 

Prove the cash and post the entries for the day. The cash in safe is 955.92. Do not balance or 
rule the Cash Book until the end of the week. Omit the contra discount items in proving the cash. 

Post to the General Ledger from the Cash Book only the items appearing in the General columns* 
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MEMORANDA OF TRANSACTIONS FOR JUNE (Continued). 

Poet from the Journal to the General Ledger as heretofore. Post from the Sales Book to the Sales 
Leger as follows: Debit each customer for the amount of his purchase, and credit each customer for 
the amount of the goods returned by him. Give all accounts one-fourth of a page space. 

TUESDAY, JUNE 26, 189-. 

Receive the following order from E. G. Goulder & Co., to be delivered at 916 Michigan Ave., 4 pes. 
S'xlO'— 21', 4 pes. S'xlO"— 16', 40 pes. 2''x8'— 20', 200 pes. 2'x6'— 20', 100 pes. 2'x 4'— 21' Hem- 
lock; 4 doors, 2' 6'x6' 6'— l^'' No. 1; 10 windows, 8''xl0% 12 lights; 10 windows, 12'x20', 4 lights; 
500 feet second growth Pine Siding; 500 ft. Box Lumber; 100 ft. Old Pine, "Seconds''; 300 ft. No. 1 
Old Pine; 1500 ft. li' Spruce Flooring; 800 ft. Hemlock Sheathing; 10 M C. B. Shingles. {Enter in 
Order Book. See illustration^ page 136. Use a page of your Journal for an Order Book.) 

In all dimension lumber, which is ordered by the piece, the order can be filled Just as placed. In the sale of Old 
Pine, Flooring, Box Lumber, etc., which are sold by the foot, or in any surface sale, the order is filled as nearly as pos- 
sible, but a board is never cut in two for that purpose. 

The following invoices have been verified and placed on file: Munson & Birch, Bay City, Lumber, 
106.25; invoice dated June 20; terms, on acct. 30 da., 2fi 10 da., "F. 0. B." James M. Thompson & 
Co., Tonawanda, Lumber, 1057.50; invoice dated June 22; terms, 60 da,, 2^ 10 da., delivered. Green 
Island Door Co., Lansingburg, N. Y., Doors, 850.75; invoice dated June 19; terms, 30 da., net, "F. 
O. B." Ira D. Lock wood & Bro., Saginaw, Lumber, 315.62; invoice dated June 20; terms, 30 da., 
2^ 10 da., delivered. Emmons & King, Salamanca, Lumber, 827.50; invoice dated June 21; terms, 
60 da., 2^ 10 da., delivered. {Enter the above in the Accounts Payable Book only at this time. Use 
iheform of A. P. B. illustrated on page 100.) 

" F. O. B." means, free on board cars or boat (no charge for cartage), but freight is to be paid by the purchaser. 

Where lumber is purchased at mills or at the camps in the lumber districts, a middleman, who is known as an in- 
spector, operates between the buyer and seller. All graded lumber so purchased is inspected, measured, and graded by 
the inspector. The charges for inspection are sometimes paid by the seller and sometimes by the buyer, according to 
agreement. Lumber is also purchased in the way it comes from the mill, — that is before it is inspected or graded — and 
is known as " Mill Run" lumber. 

When a cargo of lumber is received from the lumber districts it is again inspected, measured and graded for the 
local market. This latter inspection is not usually made by a professional inspector, as in the former case, but by the 
dealer, or some one of his men. Oftentimes by this regrading of lumber a good profit is made, and sometimes a loss is 
sustained. 

As the lumber is measured and graded in unloading from the boat or car, it is "tallied" — ^that is, a record is made of 
the different kinds, of the number of pieces, and of the quantity in feet. This record is generally made in pencil on large 
sheets of paper specially ruled for the purpose, but sometimes it is made by means of '* tally machines," which record all 
of the above at one operation. 

Deposit cash in bank, 500.00. 

Effect insurance in the -^tna Fire Ins. Co., for 1 year, as follows: On Mdse. in yards, 8000.00, at 
^^; on buildings and contents, 3000.00, at 2^^. Pay the premium by check, favor H. B. Gale, Agt. 
(C. B. and Ok. B., Insurance acct.) 

Receive cash from E. G. Goulder & Co., on account, 50,00. {0. B., Accts. Bee. colum^i. See C. 
B., page 138.) 

Edw. M. Livingstone draws 25.00, cash, from the business on private account. {Op&n Private 
acct.) 

Remit Munson & Birch a New York draft for the amount of their invoice of the 20th inst., less 
H^ discount. Exchange, 50^. Buy the draft by check. {C. B. Enter the discount, m the Contra Dis. 
column^ the proceeds in the Net Cash column, and the exchange in the Expense column.) 

The entries for the day in the yardmaster's Sales Book are as follows: James GriiO&s, Pearl St. job, 
15 Hemlock Boards, 9*'; 25 ft. No. 192 moulding; 100 ft. No. 9 moulding; 30 ft. No. 123 moulding. 
J. C. Devendorf, Pearl St. job, 10 M C. B. Shingles; 200. 3'x 4^— 13' Hemlock. Crandall & Moore, 
E. Seneca St. job, 2. S^'xlO''— 20', 10. S^'xlO'— 15', 200. 3'x4'— 20', 150. 2^x8'— 16', 300. 2'x6'— 20', 
Spruce. E. G. Goulder & Co. returned 5. 3*x4' — 13', Hemlock. {Sales Book.) 

Extend the value of the lumber returned by Goulder & Co., into the credit money column in S. B. 
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The yardmaster's time book shows that Thos. Kellog was absent all day to-day. {Enter the absence 

in memorandum column of the Pay Roll, ) 

The object of recording " lost time" in the Pay Roll before the end of the week or month is to guard against over 
payments. When it is not the practice to make advances before "Pay Day," it would not be necessary to record lost 
time in the Pay Roll until that book was made up at the end of the week or month. 

The petty receipts and payments for the day, per P. C. B. are as follows: Receipts, Mdse., 25.43;. 
payments, expenses, 8.52. 

Prove the cash and post the entries for the day. The cash in safe is 497.83. Credit E. G. Goulder 
& Co. in the Sales Ledger for the cash payment. Post to Purchase Ledger from the Accounts Payable 
Book, same as explained in 144, page 105. {See instructions for posting the entries for tlie preceding' 
day. Use the ordinary form of Ledger for a Purchase Ledger,) 

WEDNESDAY, JUNE 27, 189-. 

Receive order from E. W. Blakeslee, Scheneci^dy, for 1500 Hemlock Boards, 9' @ lljiJ; 1 car load 

Hemlock Sheathing @ 17.00. {Enter in 0, B,) 

The student may notice that many sales are recorded which are not found in the Order Book. They are for salea 
filled at the time of ordering, and while such orders would be recorded in the Order Book in business, yet it has been 
deemed unnecessary to require it of the student in this set. Sufficient practice will be given the student, however, in 
this particular, to enable him to become thoroughly familiar with the use of the Order Book. 

Receive cash from James GriflBs, to apply on account, 54.00. 

Pay the following freight bills, by check: On Munson & Birch's bill of Lumber, 22.10; on Green 

Island Door Co.'s bill of Doors, 15.30 {Freight acct.); on J. M. Thompson & Co.'s bill of Lumber^ 

13.15; on Ira D. Lockwood's bill of Lumber, 61.25; on Emmons & King's bill of Lumber, 12. 10, 

{Accts. Pay. acct. Detail the itmns in the Cash Book, and post the last three items to Purchase Ledger, 

Enter also in Accounts Payable Booh) 

As the student will see by referring to his Accounts Payable Book the Mdse. bought of Munson & Birch and The 
Green Island Door Co., was purchased **F. O. B.," and therefore the purchaser must stand the freight. In the case of 
the other three bills the freight is to be charged to the shipper, as the Mdse. was sold, ** delivered." 

Advance cash to employees, as follows: To John Farwell, 3.00; to W. C. Thomas, 2.00. {E^iter 
in ^^ Advanced ^^ column of Pay Roll; also in Cash Book, Charge Labor acct, in C, B,) 
Short extend payments like the above in the explanatory column of the Cash Book. 

■ 

Receive the following order from E. G. Goulder & Co., to be delivered at 915 Michigan Ave.: 
4 doors, 2'6'x6' e'—li% No. 1; 10 windows, 8^x10% 12 lights; 10 windows, 12''x20', 4 lights; 60a 
ft. S. G. Pine Siding; 500 ft. Box Lumber; 100 ft. Old Pine, "Seconds"; 300 ft. Old Pine No. 1.; 
1500 ft. Spruce Flooring, li'; 800' Hemlock Sheathing; 10 M C. B. Shingles. {0. B,) 

Receive cash from Crandall & Moore, to apply on account, 50.00. 

Buy a New York draft by check and remit it to James M. Thompson & Co., for the amount of their 
invoice of the 22d inst., less freight charges on the shipment, and 2^ on the amount of the invoice. 
Exchange, 1.50. (C. B. Contra Disct,, Net Cash, and Expense columns,) 

The yardmaster's Sales Book shows the following sales for the day: Crandall & Moore, E. Seneca 
St. job, 20 window frames, @ 1.75; 20 windows, 12^x20', 4 lights. J. C. Devendorf, Pearl St. job, 
100 Hemlock Boards, 4* wide; 200 Hemlock Boards, b" wide. Milton Barnes, 892 Michigan Ave.,. 
10 M XXXX Shingles. E. G. Goulder & Co., E. Seneca St. job; 4. 8"xl0'— 21', 4. S'xlO'— 16', 
40. 2'x8'— 20', 200. 2'x6'— 20', 100. 2'x8''— 21', Hemlock. E. W. Blakeslee, Schenectady, K Y., 
per M. C. R. R., car 3785 Empire Line, 1500 Hemlock Boards, 9' wide. {See 0, B, for price,) Green & 
Rocy, 828 Ohio St., 50' Clear Pine; 25 Hemlock boards, 9''; 200' Hemlock Sheathing. G. Levore & 
Co., 1382 Niagara St., 10. 2''x6'— 13', 25. 3^x8"— 13', 40. 2'x8"— 21', 75. 3'x4'— 17', Spruce. 

The window frames are not on the price list. They are made to order and charged for at cost of material and labor. 

To determine the cost of a 4' Hemlock board, find } of the price of a 9' board. 

Make draft on E. W. Blakeslee at 10 da. from date, favor F. N. Bank, for amount of above sliip- 
ment. Attach ^/l to draft and discount at bank at 6^; proceeds to your credit. {Credit E, W. B, 
in the Cash Book for the face of the draft, and debit Discount,) 
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The footings of the P. C. B. are as follows: Mdse., 92.16. Expenses, 7.50. 
Proye the cash and post the entries for the day. The cash in safe is 681.49. 

THURSDAY, JUNE 28, 189-. 

Eeceive cash of Crandall & Moore, on account, 200.00; of Milton Barnes, in full of account; of Q» 
LsTore & Co., on account, 50.00. 

Discount at F. N. Bank, at 6^, John L. Gaylord's note and receive credit for the proceeds. (01 
£. and CJc. B.) 

Advance cash to employees, as follows: John Dart, 2.50; W. C. Thomas, 2.00. 

Eeceive order from Green & Eocy, Ohio St. job, 10 pes. 2'x 8^ — 21', Hemlock; 24 pes. 5'x 10' — 13V 
Hemlock; 170 ft. Box Lumber. 

The sales for the day, per yardmaster's Sales Book are as follows: E. G. Goulder & Co., Michigan 
St. job, 4 doors, 2' 6'x6' 6'— 1^% No. 1; 10 windows, 8'xl0% 12 lights; 10 windows-, 12'x20', 4 lights; 
520' S. G. Pine Siding; 518' Box Lumber; 113' Old Pine "seconds"; 318' Old Pine No. 1; 1522' 
Spruce Flooring, IJ'; 823' Hemlock Sheathing; 10 M C. B. Shingles. L. M. Goodyear, Fourteenth 
St., 5 M C. B. Shingles. Lansing & Price, £. Seneca St., 300' Hemlock Sheathing. M. Anson, 821 
Niagara St., 10 M XXXX Shingles. 

The footings of the P. C. B. for the day are as follows: Mdse., 85.16. Expenses, 8.73. 

Prove the cash and post the entries for the day. The cash in safe is 1179.42. 

FRIDAY, JUNE 29, 189-. 

Sell to Browning, Munson & Co., Batavia, the following bill of lumber and findings, and deliver^ 
P. 0. B., cars Nos. 8593, 2753, 8574, at the freight depot of the Erie E. E.: 4 pes. 8''x 10''— 24', 
4 pes. 6"x 8'— 16', 20 pes. 2'x 8'— 15', 40 pes. 2^x 10'— 18', 100 pes. 2'x 6'— 21', 400 pes. 3'x 4'— 16', 
Hemlock; 25 pes. 3'x4'— 15', 100 pes. 2'x6''— 22' Spruce; 2500' Spruce Flooring, li'; 4000' No. 1 
Pine Siding; 1225' Box Lumber; 1500' S. G. Pine; 15 M XXXX Shingles; 25 M C. B. Shingles; 
600 Hemlock Boards, 9'; 300' Old Pine, clear; 10 doors 2' 6^v 6' e''- li'. No. 1; 20 windows, 12 
lights, 8'xlO'; 20 windows, 12'x20^ 4 lights; 200' Moulding, No. 192; 150' Moulding, No. 140; 
300' Moulding, No. 9. Eender invoice for the above sale. Make a sight draft, favor of F. N. Bank, 
for the amounrt of invoice, attach ^/j^ to draft and deposit to your credit, less collection, 1.25. {S. B.y 
a B. and Ck. B. 

Eeceive cash for a note due to-day. 

Deposit cash in bank, 1400.00. 

Eemit Ira D. Lockwood & Bro. a New York draft for the amount of their invoice of June 20, lesa 
the freight charges and the agreed discount. Buy the draft jut bank by check. Exchange, 75^. 

The yardmaster's Sales Book shows the following for the day: E. \V. Blakeslee, Schenectady, per 
car No. 875, Empire Line, 10875' Hemlock Sheathing, per 0. B. Green & Eocy, 10. 2'x8'— 21', 
24. 5'x 10'— 13', Hemlock; 170' Box Lumber. M. Anson, 82 Niagara St., 175' Moulding, No. 140; 
55' Clear Pine. L. M. Goodyear, 20 Hemlock Boards, 6'. Lansing & Price, 20. 3'x 4'— 13' Spruce; 
1 door, 2' 6'x 6' 6'— 1\\ No. 2. 

The P. C. B. shows the following for the day: Mdse., 85.25. Expenses, 12.70. 

Prove the cash and post the entries for the day. The cash in safe is 101.97. 

SATURDAY, JUNE 30, 189-. 
Eeceive cash of E. G. Goulder & Co., to balance account; G. Levore & Co., to balance account* 
Pay note due to-day, by check. 
Eeceive cash from L. M. Goodyear, to balance account. 
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The yardinaster's Sales Book shows the following for the day: Birmingham & Ford, at store, 86 
Pearl St., 3. S^'xlO'— 13', Spruce. Ei G. Goulder & Co., at Niagara St. depot, 20. 3'x4''— 13, 75. 
3^x8'— 13', 25. 2'x8'— 21', 100. 3^x4'— 20', 150. 2''x8'— 16' Hemlock. E. G. Goulder & Co. 
have returned on account, 1 M C. B. Shingles, 100' Old Pine, No. 1. 

Deposit in bank, cash, 400.00. 

Pay off help for the week, per Pay Boll, as follows: John Munroe, balance due, 12.00: John Far- 
well, 15.00; W. C. Thomas, 11.00; Thos. Kellog, 8.75; John Dart, 8.00; Ed. Hudson, 10.50; Hany 
Fowler, 10.50; Mark Browning, 10.00. (C, B., Labor accL), 

Fill out pay roll hi detail {see iUtutration, page 13S), The " amount due " column should foot, 95. 25; the ' ' adyanoed " 
column should foot, 9.50 {see footing of Ldbor column of yawr Cash Book), the "balance" column should foot, 83.75. 
For this balance make one entry in C. B. 

The P. C. B. shows the following for the day: Mdse., 89.62. Expenses, 17.52. 

You will now balance, rule, and foot the Cash Book and post the entries for the week. The cash 
in safe is 36.79, and in bank, 3363.10. Add together the footings of the Accts. Eec, Contra Discount, 
and Net Cash columns, and post the sum to the credit of Accts. Bee. account in the Main Ledger. 
Carry the footing of the Accts. Eec. Contra Discount column to the opposite side of the Cash Book 
and post to the debit of Discount. Post the footing of Mdse. column to the credit of Mdse. account. 
Add together the footings of the Accts. Pay., Contra Discount and Net Cash columns, and post the 
sum to the debit of Accts. Pay. in the Main Ledger. Carry the footing of the Accts. Pay. Contra 
Discount column to the left-hand side of the Cash Book, and post to the credit of Discount. Post the 
footings of Expense and Labor colums to the debit of those accounts in the Main Ledger. {See illus- 
tration of Cash Book on pages 138 and 1S9.) Foot and rule the two columns of the Sales Book and 
post the difference, "Accts. Eec. to Mdse." Foot the Purchase Book and post the footing, "Mdse. to 
Accts. Pay." 

Next take off a trial balance of your General Ledger and prove Accts. Pay. and Accounts Eec. by 
abstracts as heretofore. Treat the partner's private account as resources, same as in the preceding set. 
Next, make a statement of the business and close the Ledger. Following is the 

INVENTORY. 

MDSE.— Unsold, 17237.08 

INSURANCE.— Unearned, 230.50 

HORSE AND WAGON.— At cost, - 350.00 

REAL ESTATE. 8500.00 

The Net Gain is 112.36, which close into the partner's private accounts. 

QUESTIONS FOR REVIEW. 

Page 134. — What books are used in this set? Describe the Order Book and explain how it is 
nsed. Describe the Sales Book and explain its use. From what book are the entries made that 
appear in this book? How is the quantity of lumber in any sale determined? Page 135. — How are 
mouldings usually sold? Describe the Pay Eoll Book and t^U how it may be audited or proved. 
How do some business concerns **pay off," and what is the advantage of the system? What is the 
envelope system of paying off ? How is the kind of denominations that are wanted determined? How 
are the envelopes prepared and filled? When are the envelopes sealed? How is the "pay roll cash'* 
proved? How are the envelopes arranged for paying off ? By whom is the paying off done? Page 
136. — Describe the Log Measure Book. What is meant by a " market " ?' Give the rule for measuring 
logs. How would you find the equivalent of a log in markets ? Describe the Market Ledger and ex- 
plain its use. Page 138. — Describe the Petty Cash Book. Pages 138, 139. — Describe the Main Cash 
Book and explain how the posting is done from it. Page 141. — What is meant by ** F. 0. B." ? What 
is meant by " inspection," as applied to Lumber? How is Lumber "tallied" ? Eeview the notes and 
instructions in the memoranda of transactions, and be prepared to answer questions on any part of the 
work of the set. 



SHIPPIISTG AND COMMISSIOlSr. 



*A large variety of manufactured products, such as woolen goods, cotton goods, carpets, hosiery, 
knitted underwear, as well as cotton and wool in the raw material, produce, grain, fruits, live-stock, 
etc., are sold to the wholesale and retail trades through correspondents at trade centers. 'These 
correspondents or agents are known as Commission Merchants and Selling Agents. 

*A Shipping Merchant is a person engaged in buying goods and shipping them to others to be 
sold. 

^A Commission Merchant is a person engaged in receiving and selling goods belonging to others, 
*for a compensation called a commission, 'which is generally a certain per cent, on the sales. 

^ It will be observed that the business of a shipping merchant is just the opposite of that of a 
commission merchant. ' One consists in sending away goods to he sold, ' while the other consists in 
receiving goods to be sold. " Very few merchants or manufacturers do an exclusively shipping busi- 
ness, and "very few commission merchants do an exclusively commission business, "Sometimes a 
merchant will do both a shipping and a commission business, " and some few do a general merchand- 
ising business in connection with the shipping and commission business. 

**A Selling Agent is a person who represents manufacturers to the trade. " Sales are made by 
selling agents at trade centers by samples, and " orders are sent to the factory, from which shipments 
are made and where the accounts are kept. "Often, however, selling agents have large storage ware- 
houses, and issue warehouse receipts, and make advances on goods consigned to them. ^'In such cases 
selling agents are in effect commission merchants. 

" The interests of the commission merchant and those of the manufacturer often become closely 
identified. '* Particularly true is this of those commission merchants who handle certain lines of 
manufactured products, the sale of which is based upon orders. " Orders for these products received 
from January to September, are made on a 60-da. dating from October 1, subject to trade discounts. 
^'A large capital is necessary to carry on a manufactory, as returns from the sales commence late in the 
year. '" Some selling agents and commission merchants, therefore, invite manufacturers to consign to 
them their goods, upon which they offer to advance to the manufacturer from forty to sixty per cent, 
of the value of each consignment, thus affording the necessary aid to those manufacturers who have 
limited capital to invest. The commission merchant really loans the manufacturer money with which 
to do business. 

'* Other manufacturers, who are doing business on limited capital, consign their goods to commis- 
sion merchants and receive advances on them in the same way. " Of course the goods consigned are 
the agent's security, and from the sale of which he reimburses himself for the money advanced. 

"When property is shipped to bo sold, it is called a Shipment. "The party who ships the property 
is called the Consignor. " When property is received to be sold, it is called a Consignment. "' The 
party who receives the property to be sold is called the Consignee. '* The consignor generally sends 
the consignee notice of a shipment, in the form of a letter of advice, or a consignment invoice, and a 
bill of lading. " Or, if the matter had been arranged for beforehand, the consignor's name, or regis- 
tered stencil number would appear upon the goods. "Sometimes, however, produce commission 
merchants receive goods consigned to them without knowing to whom they belong. '* These are known 
as *'No name consignments," and are handled and disposed of in the usual way, and the proceeds 
retained until the owner is found. 

"The property is generally sold at the current market rates. "Sometimes the consignor leaves 
the matter of price and terms to the judgment of the consignee, and " this is generally done in the 
produce commission business, and in other branches of the commission business where other kinds of 
perishable property is consigned; "but in the case of manufactured products, the consignor usually 
limits the price below which the goods must not be sold, and also establishes the terms of credit. 

10 n 1^ 
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RECEIVING BOOK. 

MEDINA. JULY 1, 189-. 



Lot No. 


L.P. 

36 


Name and Explanations 


Charges. 


2512 


Manchester & Davis, 


Baltimore. 










^VdQ Strawberries. 

10 brls. Bermuda Potatoes. 
5 crates Bermuda Onions. 
Car }f 2875, Penn. E. R. 


Freight 


6 


25 


2513 


37 


5. 
Genung & Co., 

10 crates Tomatoes. 
Car it 2963, L. S. R. E. 


Chicago. 

Freight. 

1 


2 


50 


2514 


38 

9 
21 


8. 

Manning & Towne, 

10 crates Cucumbers. 
Car H 2765, Penn. R. R. 

Consignments, 

To Freight and Drayage, 


Phila. 
Exp. 


2 


00 




10 


75 






1 


1 





'• The Books Used in a shippmg and commission business depend, somewhat, upon the kind of 
goods handled and the magnitude of the business. *° The books required in a produce commission 
business differ, in form and number, from those used in a commission business devoted to the handling 
of manufactured products, where sales are made to the Jobbing >trade. " The following set is designed 
to illustrate a method of bookkeeping adapted to the requirements of a 



PRODUCE COMMISSION BUSINESS. 

^' Books Used. — The books generally used in a produce commission business are Receiving Book, 
Salai Book, Cash Sales Book, Consignment Ledger, Accounts Receivable Ledger, Main Ledger, Journal, 
Cash Book, Bill Book, and Check Book. ** If the shipping business is included, a Shipment Book and 
a Shipment Ledger will be of advantage, "although the latter book may be^dispensed with, where ship- 
ments are few, **by keeping the shipment accounts in the Main Ledger, as heretofore explained. *'In 
addition to the above-mentioned books, an Accounts Payable Book will be used in this set, 

"The Beceiying Book is the book in which the first record of a consignment is made. "It is 
usually a coarse book, about six inches wide, with rulings like an ordinary Day Book or Journal. 
•• The entries in this book are made, usually, in pencil, and the book is kept by a clerk in the store or 
warehouse. " The Receiving Book is left in the office at the close of the day, or at other convenient 
times, when the book-keeper makes the necessary entries from it in the Consignment Ledger. " Some 
commission houses use two sets of Receiving books, so that those which are in use by the receiving 
clerks on one day may be in the office on the next. 

" When a consignment is received, it is given a lot number in the Receiving Book, and opposite 
this number are entered the name and address of the consignor, which are taken from the letter of 
advice or from the bill of lading which the receiving clerk usually has on file. " Or, if no advice or 
bill of lading has been received, the name of the consignor may often be determined from marks on 
the goods, and his address from the freight bill. "In the absence of both advice and marks, the 
consignment would be a " No name consignment." 

*" Following the name and address of the consignor in the Receiving Book is entered a description 
of the goods. " This may be taken from the freiglit bill, or entered from the goods themselves, as 
they are unloaded from the wagon. "Next is entered the name of tlie R. R. Co. from whom the goods 
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FREIGHT BILL 



Medina, July 15, 189-. 



Date of ir. B,, July 11, 189-. W. B. No. 3914. 

National Produce Co., 

To THE CENTRAL TRANSPORTATION COMPANY. Dr. 

For Transportation from Baltimore to Medina. 



WEIGHT. 



10 brls. Potatoes, 
J^O crates Onions, 



2050 
1200 



3250 



RATE. 



.10 



No. Car, 39876. 



Received payment, 



ADVANCE CHARGES, 



E. B. CHURCH, 



SPECIAL NOTICE. 



Freight Aoent, Jm 



I. —Payment la required on delivery of Goods, and will not be valid unless made to tlio Freight Agent, or to some person 

authorized by him. « 



AMOUNT. 



3 25 
1 15 



4 40 



Date of W. B., July 11, 189-. 



W. B. No. 3914. 



Medina, July 15, 189-. 



[^eceiu(?d, July 15, 189-, from tlie CENTRAL TRANSPORTATION COMPANY. 

the following packages from Baltimore, in good order. Marked : 

National Produce Co. 
10 brls. Potatoes. 



20 crates Onions. 



Charges, 4.40. 



Car No. 39876. 



NATIONAL PRODUCE CO. 



per 0. 



were received, the number of the car in which the goods were carried, and the freight charges, if any, 
all of which information is obtained from the freight bill usually accompaning the goods, the lower 
half of which bill the receiving clerk signs as a receipt for the goods. {See form of freight bill, 
page H7.) "Sometimes, however, instead of the regular freight bill, a "stub receipt," which does not 
contain the amount of freight charges, will accompany the goods (see form of Stub Receipt on page 151), 
"Mil which case the charges are not entered in the Receiving Book until later, or when they are paid. 
"A record of the name of the R. R. Co., and of the car number, is made to aid in settling the question 
in case any dispute should arise between the consignor and consignee as to the kind and quantity of 
goods received. " The charge for dniyage is also entered in the Receiving Book at the time the goods 
are received. " Some make a separate entry for drayage, while others include it with the charge for 
freight. " The date when the goods are received will, of course, appear at the top of the page of the 
Receiving Book upon which the entry was made. {See form of Receiving' Book, page H6.) 

"When a consignment is received the lot number given it in the Receiving Book is stenciled or 
marked upon each package, and the goods are thereafter known, while in the store and when sales are 
made from them, by that number. "Goods which are not in packages and whicli are of such a nature 
that a lot number cannot conveniently be put upon them are placed in stalls or apart from other goods, 
and a placard bearing the lot number is posted up over them. " The entries in the Receiving Book are 
copied into the Consignment Ledger at the convenience of the book-keeper, and the page of the Con- 
signment Ledger is entered opposite the consignor's name in the Receiving Book, as a check mark. 
"The Receiving Book is footed at the bottom of each page, and the footing is carried forward until the 
end of the month, when it is posted to the main Ledger, " Consignments To Freight and Drayage." 
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SALES BOOK. 

MEDINA, JULY, 189-. 



LOT. 


L.F. 

12 

13 
15 

14 
6 

8 


NAME. ADDRESS. 


AMOUNT. 


BALES. 


MDSE. 


2512 
2516 
2530 


Fred. Abboit & Co., Middleport. 

/as Strawberries. 20^ 

1 brl. Bermudas. 

2 crates Onions. 2.50 
1 box Oranges. 

1 " Lemons. 

3. 
E. Jones & Co., West Barre. 

1 crate Cucumbers. 

2 crates Tomatoes. 2.50 
1 brl. Potatoes. 

1 box Oranges. 

5. 
W. L. Lasher, Harristown. 

/33 Strawberries. 220 
1 box Oranges. 
1 box Lemons. 

Accounts Eec, Total time sales. 
To Mdse., " from stock. 
Sales, " on comm.. 


19 
3 
5 
6 
5 


20 
00 
00 
00 
00 

20 

50 
00 
00 
00 

50 

20 
00 
00 

20 

90 

90 


27 
10 

• 

35 


20 

50 

20 
90 


11 

6 

11 


00 


2514 
2513 
2512 


38 

2 
5 
3 
6 


00 


2512 


16 

35 
6 
5 


00 




46 






100 


72 


28 


00 


■ 


100 




28 
72 


00 
00 








■ 







75 



77 



" The Sales Books used in this set are provided with three money columns. " The first, or left- 
hand money column is for extensions and amounts; "the second is for commission sales; "and the 
third, or right-hand money column is for merchandise sales. " The column on the extreme left of the 
book is for the lot numbers. The other columns are self-explanatory. ^* An ordinary two column book 
could be used for this purpose by placing the extensions and amounts at the left of the money columns. 
All cash sales are entered in the Cash Sales Book and " all other sales in the regular Sales Book. 
The two books are the same in form and ruling. 

" As a sale may include goods belonging to several consignments and to the commission merchant, 
it is necessary to exhibit that fact in some way upon the Sales Book. " This is done by writing oppo- 
site each entry in the Sales Book the lot numbers of the consignments to which the goods belonged. 
"Then if any items appear in the entry with no lot numbers opposite them they are understood to be 
merchandise items. "* The other part of the record of the sale is made in the usual way. 

" Care must be taken to record the lot number when consignment goods are sold, else the consign- 
ment will not receive credit for the sale. " A good way is to enter the lot number first. " Sometimes 
the salesman makes the extensions in the money columns, but " usually this is done by the book-keeper 
or his assistant after the Sales Books reach the ofiice. , 

" The extensions are made in the first money column and footed at the time of rendering the bill. 
" The entries in the other columns of the main Sales Book may be made at the convenience of the book- 
keeper. '* The special columns are footed at the bottom of each page and the footings carried forward 
until the end of the month, when they are posted to the main Ledger. " The footings of the special 
columns should be proved at the bottom of each page by comparing their sum with the footing of the 
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Date Sold. 
July 15, '90. 




SALES BLANK. 
NATIONAL PRODUCE COMMISSION CO. 



No. — 

Sold to Mount & Co. 
Town Longville 
Ship Mer. Des. 



Otis, Salesmen. 

Co. Monroe. State New York. 

Remarks. Ship at once. 



Folio. 
916. 



Date Billed. 
July 16, '90. 



Ledger. 
413. 



I CHSCK. 



QUAXTITV. 



2512 

24S7 
2513 



\ 



1 b'bl. 

2 crates. 

1 bx. 

2 " 



description of ooods. 

(Write plainly and be explicit.) 



Strawberries. 
Bermuda Potatoes. 
Tomatoes. 
Oranges. 
Lemons. 



Amounts forward, 



1 

WRIOHT* A 

MBA«t'BU. 


PUICB. 


Salesmen Must Not Use These 
Columni}. 


96 


3 

6 
5 


20 
00 
60 
00 
00 


19 
3 
5 
6 

10 


20 
00 
00 
00 
00 

20 


19 
3 
5 


20 
00 
00 

20 


6 
10 


1 

1 






43 


27 


16 












1 ■■■ 
> 



00 
00 



00 



amounts in the amount column. *" The footing of tlie Sales column is posted to the credit of Consign- 
ments ; •* the footing of Mdse. column to the credit of Mdse., " and the sum of the two footings to the 
debit of Accts. Eec, all in the main Ledger. 

•* The Cash Sales Book is extended, footed and ruled daily, and " the footings of the two special 
columns carried into the main Cash Book. 

•* The entries in the main Sales Book are posted in the Accts. Rec. Ledger to the debit of the per- 
sons who purchased the goods. *** Consignments are credited in detail from both the main Sales Book 
and the Cash Sales Book, and '^a check mark is placed against each lot number to indicate that the 
item has been posted. **' In posting from the Sales Books to the Consignment Ledger the Receiving 
Book is used as an index to the consignment accounts. *" The lot numbers appearing consecutively in 
the Receiving Book make it an easy matter to find any desired number, opposite which is the page of 
the Consignment Ledger upon which that particular consignment appears. '*" This makes any other 
index unnecessary. "* Some commission houses, however, keep a regular index to their Consignment 
Ledger. 

Sales Blanks. — ^''^ Instead of using bound Sales Books some business houses, commission as well 
as others, use loose sales blanks similar to the one illustrated above, on which to record sales. "'A 
sales blank is used for each sale, whether the sale be on time or for cash, the salesman making the record 
upon the blank the same as if it were a book, and sends it with the goods to the shipping department, 
after which it is sent to the office, where the extensions and entries are made, and where it is filed in a 
binder. "*It will be observed that this blank serves the purposes of Order Book, Shipping Book, 
Cash Sales Book and Sales Book. {See/omi of Consignment Ledger, page 150.) 

'^^The Consignment Ledger used in this set is ruled like an ordinary Ledger and contains 
accounts with consignments only. "" The Consignment Ledger as here used differs from the Commis- 
sion Sales Book or Consignment Book used in the set following this, in that all entries in it are posted 
from original entries in other books, while in the Consignment Book the entries therein recorded are 
original entries and from it are posted to other books. 

*" An account is opened in the Consignment Ledger with each consignment, "* and on the debit side 
are entered, from the Receiving Book, the date the goods were received, a detailed description of the 
goods, the lot number, and the freight and drayage charges. "" Some commission merchants post the 
freight and drayage chai'ges from the Cash Book instead of from the Receiving Book. "''If any 
advances were made on the consignment the amounts would be entered in the Payments column of the 
Cash Book and posted to the debit side of the consignment account in the Consignment Ledger. *" On 
the credit side of this book are entered the sales which are posted in detail from the Sales Books. 
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18»-. 
July 



CONSIGNMENT LEDGER. 

KLEIN & CO . 



Lot # 1. 

25 crates Onions, 
Freight and drayage, 
Comm., 5^, 
Cash, proceeds. 



1 






189-. 




1 






July 


3 
3 


2 





50 




3 


15 


2 


18 




5 


15 


35 
43 


92 
60 




5 






1 




1 


1 

1 
1 



2 crates, 
1 " 
10 " 
1 " 

10 '' 
1 " 



Philadelphia 



25 '' total sales. 



L75 


63 


3 




65 


1 


1.75 


68 


17 




72 


1 


1.75 


76 


17 




78 


1 
43 



50 
75 
50 
75 

50 
60 

60 



MORGAN. MORSE &. CO , 



Tonawanda 



189-. 

July 


1 

10 
6 


Lot 1 19. 

10 tubs Butter, 612 lbs., 

60*' 62>' 

61*^ 63*' 

58 61>' 

59»^ 63 

63*^ 62 

301 lbs. 311 lbs. 
Freight and drayage, 
Comm. 5 ^ 
Cash, proceeds. 

Inventory, 183 lbs., JJ 


2 

18 
18 


1 

3 

4 
87 

94 


18 
75 
06 

99 


189-, 
July 


2 

3 
5 


124 lbs. 5 J 22^ 

183 lbs. If 23^ 
122 lbs. II 21^ 

Inventory y 183 lbs. f | 


61 

63 

77 


27 

42 
25 

94 


28 

09 
62 

99 


July 







"* After a sale has been posted m the Consignment Ledger the items included in the sale are sometimes 
checked on the debit side of the account. "' The unchecked items then show at any time what goods 
are unsold belonging to the consignment, and *" if no items remain unchecked after a sale has been 
posted it will indicate that the goods are all sold. '"After the goods belonging to a consignment have 
all been sold, an account sales is rendered to the consignor. 

**" The account sales shows the sales that have been made, the charges, such as freight and drayage, 
that have been paid, the advances, if any, the commission merchant's charges, and the consignor's net 
proceeds, which latter is the difference between the total sales' and the total charges. "^At the time of 
rendering the account sales, an entry is made on the Cash Book for the commission merchant's charges, 
and for the net proceeds, if they are remitted in cash. '** If the net proceeds are not remitted at the 
time of rendering the account sales, which is an unusual thing in the produce commission business, 
the charges only would be entered on the Cash Book. *" When these items have been posted from the 
Cash Book the consignment account will balance, if the net proceeds have been remitted, and the 
account may then be ruled up. '" If the net proceeds have not been remitted the difference in the 
account will show at any time the amount due the consignor on that consignment. 

*" Sometimes an account sales is rendered and the net proceeds remitted, before the goods have all 
been sold, *" in which case the account is closed in the usual way, excepting that goods remaining 
unsold are entered as an inventory on the credit side in red ink and brought down below the ruling on 
the debit side in black ink, after the account is ruled up. 

*" It will be observed that the Consignment Ledger sustains the same relation to the Consignment 
account in the main Ledger,that an ordinary Sales Ledger does to Accounts Kec. in the Main Ledger. 
"*An abstract of the Consignment Ledger is proved by the Consignment account in the Main Ledger. 
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Account Sales by NATIONAL PRODUCE CO., 

of 10 brls. Ber. Potatoes, 20 crates Ber. Onions, for ac- 
count and risk of Dbavenport & Co., 

Baltimore, Md. 



1090. 

July 


16 

18 
20 


4 bris. Ber. Potatoes, 8.00 
10 crates *' Onions, 1.75 

6 brls. ** Potatoes, 2.90 
10 crat<efl ** Onions, 1.70 


12 
17 
17 
17 

63 

8 
65 


00 
50 
40 
00 


( EXFKBBS, 

CHARGES, < Freight and Cartage, 
( Commission, 6%, 

Net returns, per ck., 


6 
8 


00 
20 


90 

20 
70 



E. & O. E. 

Medina, July 21, 189-. 

Potatoes and Onions are weak at present. We think we 
could dispose of some prime Melons to good advantage. 



Form 1077. 

STUB RECEIPT 

Freight Office, N. Y. 0. & H. K R. K 

Medina, July 13, 1890. 

F^ee^iu^d from the N, Y, C, i& H. R. R. 
R, Co. the following packages in good order., 
marked 

National Produce Co. 

No. Car 6567. 

10 crates Cabbage. 
3 brls. Potatoes. 

N. P. Co. 



SHIPMENT BOOK. 



Date. 


L.F. 
31 

40 

116 
104 


NAME AND EXPLANATION. 


EZTKNBIONS. 


Total. 


July 1 
Jaly 5 

• 


Kane & Kline, 

100 boxes Oranges, 
60 ** Lemons, 
6 brls. Melons, 126, 
Mer. Des. Freight prepaid. 

Edmonds & Mason, 

60 brls. E. B. Apples, 
26 crates Tomatoes, 
50 " Onions, 
M. C. B. B, 

Shipments, 
To Mdse., 


Bichfield. 

4.00 
3.00 
10^ 

Lowyille. 

2.00 
1.60 
1.26 


400 
150 

12 

100 
40 
62 


00 
00 
60 

00 
00 
60 


662 

• 

202 


50 
60 




765 


00 









"*Thc Shipment Book nsed in this set is an ordinary two-column book, in which a detailed 
record of all goods shipped to be sold on commission is made {See illustration of Shipment Book on 
page 151, ) 

"" When a shipment is made, the date of the shipment, the name and address of the consignee and 
a description of the articles shipped, are recorded in the Shipment Book, and the entry posted to the 
Shipment Ledger. *'^ If any charges are paid on a shipment they are entered in the Cash Book, and 
posted from it to the Shipment Ledger. 

^" The Shipment Ledger is the same in form as the ordinary Ledger, and contains accounts 
with Shipments only. ""Shipment account on the Main Ledger represents the Shipment Ledger, 
and will prove an Abstract of it. "" The entries in this book are posted from the Shipment Book and 
from the Cash Book. 

"* Some commission merchants use the Shipment Ledger as a memorandum book, and "' make no 
entry on the main books for shipments until an Account Sales is received, when "' they credit Mdse. 
for the net proceeds, and debit cash or the consignor. 
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CASH BOOK. 



RECEIFl'S. 


• 


SHIPMENT LEDGER. 


CON.L. 


• 
J3 


GENERAL LEDGER. 






• 

1 






i 

m 

s 




T\ A fff* V 


Name. 


Explanation. 


CONTRA. 


N. CASH 


OAT 'WO 




ACCrx". #ii»«f 


JJAXK. 


GAIN. 


liOSS. 


ucBim. 


oALiBd. 


MDSE. 


RBC. ^^' 


18^. 






^ 


























July 


1 


W. R. Laaher, 


Investment, 










1 










1 






.;5000 00 




8 


Mdse., 


Cash Sales, 


56 




















19 


50 












5 


Cod. Sales. 


for dav, 
To balance. 
















51 


10 


















6 


Jones & Co., 




















86 






78 


00 










Shipment, 


Owen & Co., 


13 


12 


50 






145 


00 






















8 


Con. Sales, 


per day, 

Hope & Co., pro. cr., 


56 














52 


90 










1 










Shipment, 


12 


8 


50 

































Shipment, 


Carr & Mann, 


15 






15 


10 


78 


60 








14 


20 




,1 








Mdse., 


Cash sales. 




























1 








10 


Mason & Co., 


On account, 




















81 






52 


10 










Shipment, 


Hope & Co., pro. rec'd, 


12 










75 


00 






























SI 


00 


IS 


10 


298 


60 


104 


00 




38 


70 


130 


10 


5000 


00 






Mdse., 


Total for month, 




















5 










38 


70 






Acts. Kec, 


t< (< 11 




















7 










180 


10 






Consignments, 


<f fi (I 




















9 










104 


00 






Shipments, 


(Retams, 898.00 
(Loss, 16.10 




















21 










813 


70 






Commission, 


contra, 




















52 








1 


21 


28 






Loss and Gain, 


On Shipt., contra. 




















16 










21 


00 






Discount, 


contra, 




















35 








1 


4 


60 














1 






















1 

1 


5628 


__ 
^ 






k 








1 
1 
















. 






i 

1 


1 





It4 



The Gash Book used in this set is provided with several special columns^ making economical 
division of labor, and combining the labor-saving features of the special column Journal with those of 
the ordinary special column Cash Book. "*0n the left-hand page under the heading "Shipment 
Ledger " are three special columns, the items in which are posted daily to the Shipment Ledger. "* The 
first, or "Gain" column, is for gains on shipments, which are posted to the debit side of the shipment 
accounts; '"the second, or "Loss" column, is for losses on shipments, which are posted to the credit 
side of the shipment accounts; and "" the third, or "Account Sales" column, is for the net cash returns 
on shipments, "' which are also posted to the credit side of the shipment accounts. *" The gain or loss 
on a shipment is determined by comparing the cost of the shipment, as shown by the account in the 
Shipment Ledger, with the amount'of the net proceeds. "* The entries in the Gain and Loss columns 
are really Journal entries, and in no way affect the balance of cash. "* Hence, if an account sales of a 
shipment is received, with notice that the proceeds have been credited, or are not yet due, an entry is 
made in the Gain column or in the Loss column, as the case may be, the same as if cash had been 
received. "' Then, when the net proceeds are received, an entry is made in the Account Sales column 
for the amount. 

"* The shipment accounts in the Shipment Ledger are not only accounts with the shipments, but 
are also accounts with the consignees. "*The three Shipment Ledger columns in the Cash Book are 
footed at the end of the month and posted to the General Ledger. **"The footing of the Loss column 
is added to the footing of the Account Sales column, and the sum of these two footings is entered on the 
left-hand side of the Cash Book and posted to the credit of Shipments. 

"' The footing of the Loss column is also carried to the opposite side of the Cash Book as a contra 
entry, and posted to the debit of Loss and Gain. "^The difference between these two entries will be 
the actual cash received on account of shipments. 

"• The footing of the Gain column is entered on the left-hand side of the Cash Book and posted to' 
the credit of Loss and Gain. ""It is also entered on the right-hand side of the Cash Book and debited 
to Shipments. '"All of the above entries are posted to the General Ledger. 
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CASH BOOK. 



'"Following the Shipment Ledger columns in the Cash Book Is a column headed "Consignment 
Ledger," which ia for the daily cash sales of goods belonging to consignmeiita. '"The entries in this 
column are the daily footings of the Cash Sales Book. '"No posting is done from this column until 
the end of the month when the footing of it is posted to the credit of Consignments, iri the General 
Ledger. "*Under the heading " General Ledger"are three more columns. '"The column headed 
"Acconnte Receivable " is for cash received from customers, on account. '" The items in this column are 
posted daily to the credit of their respective accounts, in the Accounts Eeceivable or Customers' Ledger, 
and "* the footing of the colnmn is posted, at the end of the months to the credit of Accounts Bcceir- 
able in the Main Ledger. '"The next colnmn on the left is for the daily cash sales of Mdse., the 
entries in it being the daily footings of the Cash Sales Book. '" The footing of this column ia posted 
to the credit of Mdse. at the end of the month. '" The one headed "General" ia for such accounta as 
belong in the General Ledger and have no special columns provided for them. '" The items in this 
column are posted daily. 

'" On the right-hand side of the Caah Book under the heading " Consignment Ledger " are two 
special columns. '" When advances are made on consignments, or net proceeds remitted in cash, an 
entry is made in the Payments column. '"The commission is entered in the Commission column. 
'"The last mentioned column is a Journal column and sustains the same relation to the Cash Book as 
do the contra shipment columns already explained. '"The entries in these two columns are jiosted 
daily to the debit of the consignments to which they belong, in the Consignment Ledger, and '" the 
.footings of these columns are posted to the Main Ledger, at the end of the month, "* These footings 
are first added and their sum debited to Consignmenta. '"The footings of the Contra Commission 
colnmn is carried to the opposite aide of the Cash Book and credited to Commiasion. '"The difEorence 
between the two entries on the left-hand side and the one on the right-hand side of the Cash Book is 
the actual caah remitted on consignments. '" When it is the practice to make other charges, such as 
storage, insurance, etc., on consignment, special contra columns may be ruled for these items in the 
Cash Book. 
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The next column on the right, which is headed ** Shipment Ledger," is for cash payments on 
account, of shipments. "*The items in this column are posted daily in the Shipment Ledger, to the 
debit of the Shipment Accounts to which they belong; and "*the footing of the column is posted, at 
the end of the month, to the debit of Shipments acct. in the Main Ledger. 

"•The remaining columns on the right are General Ledger columns. "'The items in the Accts. 
Pay. columns are posted daily to the Accounts Payable Book, and "* the items in the General column to 
their respective accounts in the General Ledger. "• The items in the Expense column are not posted. 

A special column for freight and drayage is sometimes used in this section of the Cash Book. 

The footings of the two Accounts Payable columns are added and their sum is debited to Accounts 
Payable account in the Main Ledger. '" The footing of the Contra Discount column is carried to the 
opposite side of the Cash Book and posted to the credit of Discount. "* The difference between these 
two entries is the amount of cash paid out on account of Accounts Payable. "^ The footing of the 
Expense column is posted to the debit of Expense account in the Main Ledger. 

In proving the Cash Book daily the items in the contra columns are not to be taken into account. 

In closing the Cash Book at the end of the month all of the columns are footed and carried below 
the ruling as Journal entries, as explained above, and as illustrated on pages 152 and 153. "'The foot- 
ings which appear in italics in the illustrated Cash Book are red ink footings, and ""are carried into 
the General column on the opposite page. 

"* If the accounts with individual shipments and with customers were kept in the Main Ledger 
instead of in the Shipment Ledger and Customers' Ledger, the special Shipments and Accounts Beceiv- 
able columns in the Cash Book would be unnecessary. 

The Accounts Payable Book used in this set is the same in form as the one on page 100. 

The General Ledger and Accounts Beceivable Ledger are of the ordinary form of Ledger. 

MEMORANDA OF TRANSACTIONS FOR JULY. 

MONDAY, JULY 1. 189-. 

^ Edwin H. Sprague commences the Produce Commission Business at 73 Water St., where he has 

leased office and warerooms, at 600.00 per annum. 

He pays in to the concern cash^ as capital^ 5000.00. {C. B. Enter in Oeneral column.) 

He engages (Student) as book-keeper, at a salary of 15.00 per week; M. B. Andrews and C. B. 

Stone as clerks, at a salary of 10.00 per week, each. {Memorandum only.) 

Prepay rent for one month in cash, 50.00. (0. B, Expense column,) 

Buy for cash of John Winter, the following as per cash bill: 1 copying press and stand, 8.00; 1 bill 
file, 1.75; 1 letter file, 1.75; 1 rubber ruler, 1.00; 2 double ink wells, 1.75 each; 1 paper weight, 75^; 
1 steel eraser, 25^; 1 revolving book rack, 10.00. (C. B, Furniture and Fixture acct,) 

Deposit in Exchange Bank, cash, 4500.00. {Ck, B,) 

Buy for cash, per check, of Hammond Furniture Co., 1 roller top office desk, 35.00; 1 double high 
desk, 20.00; 1 table, 6.00; 1 revolving chair, 5.25; 3 office chairs, 1.00 each; 8 yds. matting, @ 40^; 
4 yds. linoleum, @ 1.10; 3 curtains and fixtures, 2.25 each. {Ck, B. aiid C, B.) 

The expression " buy for cash per check" means that the terms of purchase are cash, and that the bill is paid by 
check. When a bill is rendered it is unnecessary to itemize the purchase; simply refer to the bill on file. 

Buy for cash, per check, of the Briggs Safe Co., 1 Fire and Burglar-proof Safe for office use, 
125.00. 

Receive from Klem & Co., New York, per Western E. R., car No. 1806, to be sold on their account 
and risk, 25 crates Bermuda Onions. Freight and drayage charges, 5.50. {Enter in Receiving Book, 
Lot No, 1, See Jt8-68, pages H6^ 147 ^ and illustration of Receiving Book on page 146,) 

It will be noticed that the freight and drayage charges on the above consignment were not paid at the time the goods 
were received. This is the practice in cities where Truck or Dray companies are established. The freight and drayage 
bills are brought in daily, weekly, or monthly, and one check is drawn for the total amount. 

Pay Goddard & Co. per check, for books and stationery for office use, per cash bill, 18.25. {O, B, 
Expense acct,) 
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MEMORANDA OF TRANSACTIONS FOR JULY (Continued). 

Receive from Tilden & Palmer, New York, 25 bxs., 1 doz. cans each. Cove Oysters, 8^ per can; 
50 bxs., 1 doz. cans each, Little Neck Clams, 8^ per can. Invoice dated June 29; terms on account, 
30 da., 2^ 10 da. {Enter in Accts. Pay, Book only.) 

Notice that the above goods are not consigned by Tilden & Palmer, but are purchased of them, hence the entry in 
the Accts. Payable Book instead of in the Receiving Book. 

Eeceive from Henry L. Thompson, Chicago, lot No. 2, per Mer. Des., in car No. 876, to be sold 
on their account and risk, 100 crates Tomatoes. Freight and drayage on same, 15.25. 

Buy of J. "W. Green, per check, 50 brls. Early Harvest Apples, 1.50, delivered in car on track, Erie 
R. B., and ship same to Morgan & Co., Brighton, to be sold on our account and risk. {Ck. B. and C, 
B. Shipments acct, and entered in Shipment Ledger column,) {No entry required in Shipment Book.) 

Prove the cash and post the entries for the day. The cash in safe is 423.00. Copy the entries 
from the Receiving Book into the Consignment Ledger, and use the page of the Consignment Ledger 
on which the entry appears as a check mark. {See form of Consignment Ledger, page ISO; See also 107, 
108, page 149,) Give each consignment account one-fourth of a page space. Post from the Cash Book 
as explained on pages 152, 153. Give each account in the General Ledger ten lines, and in the Ship- 
ment Ledger, eight lines space. There is no posting to be done from the Accounts Payable Book until 
the end of the week. 

TUESDAY, JULY 2, 189-. 

Receive from Smithfield & Co., Philadelphia, "per N. C. R. R., car No. 1152, to be sold on their 
account, 50 crates Cucumbers, lot No. 3. Freight and drayage charges, 3.05. 

Receive from Hunt & Co., Baltimore, to be sold on their account, 10 brls., 250, Melons, lot No. 
4, in car No. 687, West Shore R. R. Freight and drayage on same, 3.50. 

Receive from Mandell & Co., Philadelphia, 25 bxs. Oranges, 4.00; 50 bxs. Lemons, 3.00. Cash 
bill. Pay for same per check. (C B, Mdse, acct,) 

Sell Benton Bros., City, on acct., 1 bx. Lemons, 5.00; 1 crate Cucumbers, lot No. 3, 1.50; 10 
crates Tomatoes, lot No. 2, 2.00; 1 bx. Oranges, 6.00; 2 crates Bermuda Onions, lot No. 1, 1.75. 
{Enter in Sales Book. See illustration on page H8. Extend ths value of the Oranges and Lemons into 
the Mdse, column, and the value of the consignment sales into the sales column. Be sure to enter the lot 
number of each consignment at the left and on the same line with the it&tn to which it belongs. ) 

Sell Robert Donnelly for cash, 1 bx. Oranges, 6.00; 1 bx. Lemons, 5.00; 1 crate, lot No. 1, Ber- 
muda Onions, 1.75; 1 crate, lot No. 2, Tomatoes, 2.00. {Enter in Cash Sales Book,) 

The Cash Sales Book is the same in form as the Time Sales Book. In the absence of a Cash Sales Book the student 
may use a page of the Time Sales Book for a Cash Sales Book. 

Ship E. R. Adams, Charlotte, per B. & 0. R. R., to be sold on our account and risk, 10 bxs. L. 
N. Clams, 1.10; 10 bxs. C. Oysters, 1.10; 15 bxs. Oranges, 4.25; 25 bxs. Lemons, 3.25. Paid drayage 
charges on same in cash, 1.00. {Enter in Shipment Book and Cash Book. See form of Ship, B. page 
161, and form of C. B,, page 153.) 

Sell Swift & Erwin, City, on account, 10 crates, lot No. 1, Bermuda Onions, 1.75; 1 bx. Oranges, 
6.00. , {Sales Book.) 

Sell Jones & Bean, City, for cash, 1 bx. Oranges, 6.00; 2 crates, lot No. 1, Bermuda Onions, 1.75. 

• 

Sell Traine & Kemp, City, on account, 10 crates, lot 1, Ber. Onions, 1.75; 5 crates, lot 2, Toma- 
toes, 2.00; 100, lot 4, Melons, 25^; 5 crates, lot 3, Cucumbers, 1..50. 

Deposit cash in bank, 250.00. 

Prove the cash and post the entries for the day. The cash in safe is 196.25. Post from the time 
Sales Book as follows: Debit each purchaser in the Accts. Rec. Ledger for the amount of his purchase; 
credit each consignment in the Consignment Ledger for the value of the goods sold belonging to it. 
The lot numbers in the column on the left of the Sales Book indicate the goods that have been sold 
belonging to consignments. {See 95-100 page 149.) Give each account in the Accts. Rec. Led. ten 
lines space. Credit the consignment for the cash sales for the day as recorded in the Gash Sales Book. 
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MEMORANDA OF TRANSACTIONS FOR JULY (Continued.) 

Foot the Sales and Mdse. columns of the Cash Sales Book, and carry the footings to the Sales and Mdse. 
columns of the main Cash Book. {See illustratioriy page 152.) Open an account with E. R. Adams in 
Shipment Ledger, and post the entry from the Shipment Book. Post from the other books as on the 
preceding day and re-check yesterday's postings. 

WEDNESDAY. JULY 3. 189- 

Pay Blood & Stewart, per check, for office sign, 35.00. {Furniture accL) 

Eeceive cash as follows: From Benton Bros., to balance account {see their account in your A acts. 
Bee. Ledger); Swift & Erwin, on account, 15.00; Traine & Kemp, 40.00. (C. B, Accts. Rec. columju) 

Receive from James W. Simmons, Ovid, 250 bu. Early Eose Potatoes, at 45^, bought on account. 
Invoice is dated July 1, terms 30 das., 2^ 10 da. 

Receive from Klem & Co., New York, to be sold on their account, 60 crates Onions, per Erie 
Desp., car Kg. 962. Freight and drayage on same, 10.90. {Enter in Rec. Book only.) 

Sell Benton Bros., on account, 1 bx. Cove Oysters, 1.20; 3 bxs. Little Neck Clams, 1.20; 1 crate, 
lot 6, B. Onions, 1.60; 10 crates, lot 2, Tomatoes, 2.00; 50, lot 4, Melons, 20^; 6 crates, lot 3, Cucum- 
bers, 1.50. 

Render Klem & Co. an account sales of their consignment, lot No. 1, and remit their net proceeds 
j)er check. Your charge is Commission, 10^ on the gross amount of s^les. Turn to Klem & Co's. 
account and find the amount of the sales, upon which compute your commission. Add the freight and 
drayage charges to the commission and deduct their sum from the total sales. The difference is the 
consignor's net proceeds, which is also the amount of your check. {Charge Klem £ Co, in the C. B. 
Enter the amount of the check in the ^^Net Cash Fayvie7its" column, and the commission in the " Contra 
Commission " column. See 163-167, page 15S, Rule up the account in the Ledger after posting the 
above items, ) 

Ship Wheelwright & Briggs, Scran ton, per Mer. Desp., to be sold on our account and risk, 200 
bu. Early Rose Potatoes, worth 60jJ per bu. Prepay freight and drayage charges on same in cash, 
10.62. {Enter in Shipment Book and Cash Book.) 

Pay Tilden & Palmer, per check, for their invoice dated June 29, less 2^ discount. {C, B., Ck. B., 
and A, P, B, Extend the net airwunt of the invoice into the ^^Net^^ column, and the discount into the 
" Contra Bis," column of the Accts, Pay, section of the Cash Book. See C, B,, page 153.) 

Remember to record the payment in the Accts. Pay. Book. 

Sell Van Norton & Son, for cash, 1 bx. Oranges, 6.00; 2 bxs. Lemons, 5.00; 5 crates, lot 3, 
Cucumbers, 1.50; 10 crates, lot 2, Tomatoes, 1.95. (C. S, B.) 

Deposit cash, 200.00. 

Sell Swift & Erwin, on account, 50, lot 4, Melons, 22^; 1 bx. Lemons, 5.00; 20 crates, lot 2, 
Tomatoes, 1.95; 10 crates, lot 3, Cucumbers, 1.50. 

Prove the cash and post the entries for the day. The cash in safe is 119.63. Review carefully 
the instructions for posting, following the memoranda for the preceding days. 

FRIDAY, JULY 5, 189-. 

Receive from E. Brownell & Co., Baltimore, per N. C. R. R., car 2076, 26 brls. Sweet Potatoes, to 
be sold on their account and risk. Freight and drayage on the same, 3.75. 

Buy per check, of the Star Mills, 100 sacks Patent Graham Flour, at 35^ per sack, delivered. 
{Mdse, acct.) 

Receive from Atwater & Co., Philadelphia, per Adams Express, to be sold on their account and 
risk, 10 crates Cabbage. Pay charges on same in cash, 2.50. {Rec, B, and C, B, Freight and Dray- 
age acct. Extend the amount into the General column of the C, B. ) 

Receive cash from Traine & Kemp to balance account; and from Swift & Erwin, to apply on 
account, 8.50. 
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MEMORANDA OF TRANSACTIONS FOR JULY (Continued). 

Receive an account sales of the shipment made to E. R. Adams on the 2d inst., and his check for 
our net proceeds, 192.15. (Enter in Cash Book and extend the amount of the check into the ^^ Net 
Cash Receipts " column. Turn to the account in the Shipment Ledger and ascertain the gain or loss on 
the shipment iy comparing the total cost with the amount of the check, Next enter the gain in the Contra 
Gain column. See 135^151, page 152. Rule up the account of ter posting the above iterm,) 

Sell Merriam & Co., City, on account, 2 brls., lot 6, Sweet Potatoes, 2.75; 1 bx. Lemons, 5.00; 3 
crates, lot 7, Cabbage, 3.00; 10 bu. E. R. Potatoes, 60^; 10 crates, lot 3, Cucumbers, 1.40. 

Sell Brown & Altman, ,for cash, 3 bxs. L. N. Clams, 1.25; 2 bxs. Coye Oysters, 1.26; 50, lot 4, 
Melons, 20^; 10 crates, lot 3, Cucumbers, 1.40. 

Ship by Commercial Fast Freight Line, to Walker & Son, Corry, to be sold on our account and 
risk, 100 sacks Patent Graham Flour, worth 35^ per sack. Pay drayage on same in cash, 76^ {C, B, 
Shipments acct,) 

Sell Barton & Co., for cash, 7 crates, lot 7, Cabbage, 3.00; 4 crates, lot 3, Cucumbers, 1.40; 10 
bxs. L. N. Clams, 1.25; 10 bxs. Cove Oysters, 1.50; 10 crates, lot 2, Tomatoes, 1.90; 1 brl., lot 6, 
Sweet Potatoes, 3.50. 

Sell Beacon & Son, City, on acct., 6 crates, lot 6, B. Onions, 1.65; 10 bu. E. R. Potatoes, 60^. 

Deposit in bank E. R. Adams' check, and 150.00 in currency. 

Remit James W. Simmons our check for the amount of his invoice dated July 1, less the agreed 
discount. 

Prove the cash and post the day's business. The cash in safe is 101.73." 

SATURDAY, JULY 6, 189-. 

Receive an account sales from Morgan & Co., Brighton, of the shipment made them on the 1st 
inst., and their check for our net proceeds, 88.60. 

Receive by freight of J. W. Green, 100 brls. E. H. Apples, bought on account, at 1.40. 

Sell Marshall & Co., City, on acct., 2 bxs. Oranges, 5. 50; 1 bx. Lemons, 4.75; 5 crates, lot 2, 
. Tomatoes, 1. 90; 2 brls. Sweet Potatoes, lot 6, 2.60; 2 bxs. Cove Oysters, 1.15; 2 bxs. L. N. Clams, 1.15. 

Sell J. B. Harding, for cash, 4 crates, lot 5, B. Oniony, 1.50; 2 bxs. L. N". Clams, 1.12^^; 4 crates, 
lot 2, Tomatoes, 1. 90; 1 bx. Oranges, 5.50; 1 bx. Lemons, 4.75. 

Receive from Duncan & Co., Baltimore, per Erie Desp., car No. 8903, to be sold on their account 
and risk, 500 Pineapples. Freight and drayage, 6.82. 

Render Smithfield & Co. an account sales of their consignment, lot No. 3, and remit them their 
net proceeds by check. Commission, 10^ on gross sales. {See account sales to Klem £ Co,, page 156,) 

Render Hunt & Co. an account sales of their consignment, lot 4, and remit them their net pro 
ceeds by check. Commission, 10^. 

Sell Budlong & Co., City, on account, 10 crates, lot 2, Tomatoes, 1.90; 10 bu. E. R. Potatoes, 55^; 
2 brls., lot 6, Sweet Potatoes, 2.65; 10 doz., lot 8, Pineapples, 1.25. 

Sell S. C. Wilson, City, on account, 10 doz., lot 8, Pineapples, 1.25; 5 brls., lot 6, Sweet Potatoes, 
2.65; 1 bx. Oranges, 6.50; 1 bx. Lemons, 4.75; 10 crates, lot 5, Ber. Onions, 1.60; 5 crates, lot 2, 
Tomatoes, 1.80. 

Render Atwater & Co. an account sales of their consignment, lot No. 7, and remit them our 
check for their net proceeds. Commission, 10^. 

Pay freight and drayage bills for the week, 61.18, by check, favor of Hilbert Truck Co. 

Ship Edwin Weldon, Erie, per. Mer. Desp., to be sold on our account and risk, 10 bxs. Lemons, 
valued at 4.50 per bx. 

Receive from Wheelwright & Briggs an account sales of the shipment made them July 3rd, and 
their check for our net proceeds, 92.60. 
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Pay cartage, 50^, in cash, on the Lemons shipped to Weldon. 

Sell Edward Long, City, on account, 1 bx. Lemons, 4.50; 2 brls., lot 6, Sweet Potatoes, 2.50; 5 
crates, lot 2, Tomatoes, 1.80; 5 crates, lot 5, B. Onions, 1.60; 4 doz., lot 8, Pineapples, 1.20; 5 bu. E. 
E. Potatoes, 65^. 

Sell Mumford Bros., City, for cash, 5 doz., lot 8, Pineapples, 1.20; 1 bx. Lemons, 4.50; 3 brls., 
lot 6, Sweet Potatoes, 2.50; 1 bx. Oranges, 5.50. 

Receive cash on account, as follows: Benton Bros., 25.00; Swift & Erwin, 30.00; Merriam & Co., 
25.00; Beacon &> Son, to balance account. 

Deposit the checks received during the day, and 100.00 in currency. 

Pay employees their salaries for the week in cash, as follows: Student, 15.00; M. B. Andrews and 
C. R. Stone, each, 10.00. 

Prove the cash and post the day's business. The cash in safe is 110.08. 

Foot and rule the Accounts Payable Book and post the footing the same as heretofore. Foot 
and rule the Receiving Book and post the footing {see 68 page H7). Foot and rule the Time Sales 
Book and post the footings {see 90, 91, page H9). Foot and rule the Shipment Book and post the foot- 
ing, "Shipments to Mdse." Balance, foot and rule the Cash Book and post as instructed in 145 to 
188 on pages 152, 153 and 154. {See illustration of Cash Book on pages 152 and 153,) 

After completing the posting from all the books, take a trial balance of the main Ledger. Next 
take off abstracts of the Accounts Receivable Ledger, Consignment Ledger, Shipment Ledger, and 
Accounts Payable Book, and prove the same by comparing with Accounts Receivable, Consignments, 
Shipments and Accounts Payable accounts in the main Ledger. Next make a balance sheet, and close 
the main Ledger. 

INVENTORIES. 

Mdse. — 1 bx. Oranges, 5.50; 4 bxs. Lemons, 4.50; 15 bu. E. R. Potatoes, 55^; 100 brls. E. H. 
Apples, 1.50. Expense. — 25 days' unearned rent, 40.32. Furniture & Fixtures. — Office furniture 
and fixtures valued at, 250.00. Commission. — On sales belonging to unclosed consignments, 30.45. 

In the balance sheet extend the balance of Shipments account into the resource column, and the 
balance of Consignments account into the liability column. The net gain is 73.82. 

QUESTIONS. 

Pages 145-154. — What is a Shipping Merchant ? A Commission Merchant ? A Selling Agent ? 
What is a Shipment ? A Consignment ? How is the consignee enabled to know to whom a consign- 
ment belongs ? At what price and on what terms is the property sold ? What books are used in a 
Produce Commission Business? Describe the Eeceiving Book. Explain how a consignment is entered 
when it is received? What is meant by *'lot number?'* How are the freight and drayage charges 
determined ? What are done with the entries in the Receiving Book? Describe the Sales Books and 
explain their uses? Explain how the posting is done from the Sales Books? Describe the Sales Blank 
shown on page 149, and explain how it is used ? Describe the Consignment Ledger, and explain how 
the accounts in it are kept ? What account in the Main Ledger represents the Consignment Ledger ? 
Describe the Shipment Book and explain its use? How is the posting done from this book? Describe 
the Shipment Ledger and explain its use? What account in the Main Ledger represents the Shipment 
Ledger ? What form of Cash Book is used in this set ? What is the advantage claimed for this form 
of Cash Book? What use is made of the columns headed "Shipment Ledger?" Of those headed 
" Consignment Ledger?" Of those headed " General Ledger?" What is meant by " contra columns?" 
What is done with the footings of the other special columns of the Cash Book? How is the posting 
done from this book? In proving the Cash Book daily, what items are not considered ? Review the 
instructions and explantions in the memoranda. 



JOBBING. 



A Jobber ' is one who buys from importers and manufacturers and sells to retailers. He is con- 
stantly in the market for bargains and is, in fact, a middleman between the importer or manufacturer 
and the retailer. 'Jobber and wholesaler are sometimes used as synonymous terms. 'A wholesaler 
is one who sells in large quantities to the retailer or consumer. * The term wholesale has reference to 
the quantity the dealer sells, and not to the source from which he buys, or to the party to whom he sells. 
*When the manufacturer sells direct to the retailer, he is known as a manufacturer and wholesaler. 
•Again, a wholesaler is usually confined to the sale of certain samples, and continues these samples 
throughout the season as staples, while a jobber often buys what he finds in the market because it is 
cheap, and advertises it as a '* job lot." 'A ** Job lot " means that the stock is limited and samples are 
not on sales counter. "A Retailer is one who sells in small quantities to consumers. 

■ The object of this set is to illustrate in a practical way, the Wholesale or Jobbing business as it 
transpires at large trade centers. " Unlike in other sets, the student in this set assumes charge of the 
books as book-keeper, not to open a set of books nor to assume charge of a set duly closed; but he takes 
the books during the current condition of the business, and " the last trial balance is the basis upon 
which he commences work. " The set is also designed to illustrate a method of keeping department 
books as auxiliary to the main books; "and to have the main books represent the aggregate volume of 
business separately in the different departments. ^* In most cases the auxiliary books are made to take 
the place of the main books, thereby enabling the counting room work to be done on labor saving 
principles. 

** The Main Books are General Ledger, Sales Ledger, Cash Book, Accounts Receivable Book and 
Accounts Payable Book. 

" The Auxiliary Books are Department Sales Books (Furnishing Goods, Knit Goods, Gloves and 
Mitts), Stock Books, Continuous Abstracts, Continuous Trial Balance Book, Petty Expense Book, and 
Order Book. 

" The Main Ledger is based upon the plan of showing in as few accounts as possible the progress 
and extent of the business. " But sixteen accounts are required to do this, and " the continuous trial 
balance, first introduced in this set {see illustration, page 166),. is but an abstract of this Ledger from 
month to month. 

•• The Sales Ledger used in this set differs somewhat from the Sales Ledger heretofore introduced, 
in that both money columns are placed in the center of the page. {See illustrcUion, page 165). "* An 
abstract of this Ledger should, at any time, prove the correctness of Accounts Receivable account in the 
Main Ledger. " The Continuous Abstract, first introduced in this set {see illustration, page 166), is 
more than a test of the correctness of the Ledger. It is in constant use by the credit man of the con- 
cern and becomes to him a Credit Indicator. By it he can see the continuous history from month to 
month of each customer's account — the total amoHnt trusted, the total amount collected, and the balance 
due at the end of each month. By it, also, he can determine if the particular person or firm concerning 
whom he wishes information is tardy in payments, or is promptly meeting demands. ''The form 
submitted is one in general use, and should be studied by the student so that he may intelligently use 
\t in writing out the memoranda of transactions. 

"The Purchase Ledger may or may not be used, as the business of a Jobber may demand. 
"Where statistical information is desired regarding the volume of business with any one house, for 
the purpose of determining rebates, etc., a Purchase Ledger would be necessary. "But Jobbers have, 
as a rule, no running accounts with their creditors. Goods are usually bought subject to discount and 
are paid promptly. And even on ** Net Purchases," part payments are not usually made, but each bill 
is settled at maturity. " For this purpose the Accounts Payable Book furnishes the information 
required, and " in it are found all the necessary tests of the correctness of Accounts Payable account in 
the Main Ledger. The Accounts Payable Book will be fully explained later. 
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" Special Books. — The special books illustrated in this set form the basis of the memoranda for 
August. The first one of these special books is the 

"Accounts Receivable Book, illustrated on pages 160, 161. By consulting the form submitted it 
will be found to serve the double purpose of a Sales Book and a Collection Register. " On the left are 
entered the sales from the Department Sales Books in the order and date of their occurrence. "At the 
end of the month the debit column is footed and Accounts Receivable is debited in the Main Ledger. 
" Sales for Gloyes and Mittens, for Knit Goods, and for Men's Furnishings are entered to the credit of 
each department in special columns and " posted to the Main Ledger. It is evident that the sum of 



ABLE BOOK. 

JUNE, 189-. 



JOBBINO — AHOUST. 



AND ■WHBN COLLBCTBD. 



"1i- 



DAtKD AHEAD. 



AND WHBN CXJLLBOrKD, 



Mi 



the footings of these three colanme will equal the charge to AccoQDts Seceivable. "This part of the 
book, which ie under the heading "Becord of Sale," is a main book — the General Sales Book — the 
details of which, as stated above, are found in the different Department Sales Books. 

" The Acconnts Beceivable Book is also used as a Collection Register. " To fully explain the nee 
of this book the records of two months' business are required. "To fully understand the workings of 
the book, it will be necesaarj to turn to the illustrated forms and trace each aale to its settlement or 
conclusion in the account. Under the head " When Due and When Collected " it will be noticed that 
J. L. Mason's bill of 319.50 is recorded as " 60 days net." At the time of entering the sale the book- 
lln 
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CASH BOOK. 





1 

J' 

• 


SAT.ER LBDOEB. 

1 


GENERAL LEDGER. 




ACCOUNT. 


EXPTi A NATION. 


CONTRA. 


NET 
CASH. 


Ot«VS8 
AND 

iirmifs. 


KNIT 
GOODS. 


FUB'G 

GOODS. 

1 


OEN- 


DATE* 


DIS. 


INT. 


XRAIi. 


18Kh. 




































July 


1 

2 


Gloves, 
0. M. Carr, 
Knit Goods, 


J. M. Lowe, 
June 2d, net, 
Elder & Bliss, 


1^ 










175 


29 


120 


00 


90 


00 












5 


LoDg& King, 
Bales, 


Disct., inv. June 5. 580.00, 


19 


84 


80 


8 


18 


587 


02 




















6 


Been & Bros., 2 25, 


i" 














60 


00 


90 


00 


75 


00 








10 


Bills Pay., 
MasoD, J. L., 


Our 80-ds. note on int, 
Inv. 7th, disc'td. 


23 








79 


77 


71 














5000 


00 




12 


FurnishiDgs, 


J. M. Lowe, 


V 






















75 


00 








12 


Gloves, 


Elder & Bliss, 


V' 














89 


00 
















18 


Fordifc Co., 


June 10, 760.00, 


16 


87 

7i? 


50 
30 


8 


97 


712 
1502 


50 
52 


219 


00 


180 


00 


150 


00 








5000 00 




30 


Gloves and Mitts, 
Knit Goods, 
Furnishings, 


Total cash sales, 
(t (( It 

« (i i< 
Total per Sales Book, 


1 

V 
V 




1 
1 


















219 

180 
150 

649 


00 
00 
00 

00 


549 


00 








16QB.69 










' 


















1 1 






Accts. Rec., 


Collections. Ts'ao 


83 


















, 








1588 


7» 






Discount, 


On Accts. Pay., 


56 


























132 


oo 






Interest, 


Cash for mo., 


42 


















1 








80 


27 




7395 


Od 








June balance. 




1 












1 












15146 


84 


1 

1 


j! 


22441 


90 




1 
\ 






1 
1. 


1 


I 




1 






1 




i 






1 







The total cash department sales are not posted from the Cash Book, but from the Accounts Receivable Book. {See 
illuBtration, page 160.) 

keeper also recorded the terms, " 60 days net," and counting forward 60 days from June 2d he deter- 
mined that the amount would be due in August, and he immediately entered in the Total column of 
the August division, in black ink, the amount of the bill, 219.50. Continuing he determined 0. IL 
Carr's bill to be due in July, and at once wrote 175.29 in the Total column for July. 

"At the end of the month the proprietors can anticipate the probable total collections for July. 
*• If any customers fail to settle in July the amount would, of course, be less; ** but should bills due in. 
August and subsequent months be discounted in July, the amounts received on account would be more. 

Next observe that there is due on the 2nd of July 175.29, from 0. M. Carr. A statement hav- 
ing been mailed, doubtless a few days before, on the 2d a remittance comes to hand. " This is first 
entered in the '^Net Cash" column of the Sales Ledger division of the Cash Book (see illustrated Cash 
Book, page 162), and, " turning to the Accounts Bee. Book, the amount is entered in the " Cash " col- 
umn for July, " This indicates that it is paid. 

Long & King's bill was not due until October, and even then would be subject to a discount of 6^. 
By paying three months earlier Long & King would be entitled to 1^^ interest on the net amount due 
October 10, which is 94^ of the 580.00. They say in their letter "Enclosed find draft on X. Y. 
to pay inv. June 2d $580, less 6^ discount, $34.80, less 1^^ interest on $545.20, $8.18 — Five Hundred 
Thirty-seven and j^ Dollars." An entry is made for the above in the Sales Ledger division of the Cash 
Book as follows: Long & King, Disct'd inv. June 5, 34.80, in discount column, 8.18 in interest column 
and 537.02 in Net Cash column. The next entry is made in similar columns of the July division of the 
Accounts Eeceivable Book, and then with red ink the book-keeper draws a line tjjrough the amount 
in the October column. " This indicates *^not settled in this month but settled at some other time." 
** Settlements are made sometimes earlier and sometimes later than maturity, as in the case of Evans & 
Co's. account, which was due in Oct, and would be past due Nov. 1st. 

Turn now to the Cash Book and examine the footings of the columns in the Sales Ledger division. 
Discount foots 72.30; Interest, 8.97; Net Cash, 1502,52; and the total to the credit of Accounts Kec. 
is 1583,79. Turn to the Accounts Rec. Book, and notice that the columns of Discount, Interest, Cash 
and Total agrees with the Cash Book footings. *'' Should a collection be entered in the Cash Book 
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CASH BOOK. 



DATE. 

im-. 1 
July 1 1 

llO 
15 
15 
18 
22 
30 
30 



30 
30 



ACCX)UNT. 



EXPLANATION. 



Traveling Expense, Report. 

Office Expense, Per Expense Book, 

Moore & Jones, Dis. Inv. June 2, 

Office Expense, Per Expense Book, 

Moore & Jones,« Due Oct. 10, 1600.00. 

Traveling Expense, Report, 

Office Expense, Per Expense Book, 

Office Expense, Per Expense Book, 

Salary account, Per pay roll, 



(( 



if 



tt 



Traveling Expense, Total for mo.. 
Office Expense, 
Accounts Payable, 
Interest — contra, 
Discount, contra, 



jDlacovnt, 

Total settlements, (cSahT* 



1SS.00 

90.87 

S087.7S 






on collections, Accts. Rec, 



if 



Balance^ 



j In safe, S4S.4S 
i " bank, 19S16M 



o 

Q 

H 



V 

V 
30 

V 
30 

V 

V 
38 



87 
51 
68 
42 
56 



PURCHASE LEDGER. 



CONTRA. 



DIS. 



86 

96 



00 
00 



ise 



00 



INT. 



8 

21 



30 



46 

81 



27 



NET 
CASH. 



555 

1482 



2037 



54 
19 



73 



GENERAL LEDGER. 



T&ATSLD(0 

EXP. 



53 



56 



109 



08 



04 



12 



OFFICE 
EXP. 

* 



17 

28 



52 
61 



160 



50 
75 



75 

88 



88 



GEN- 
ERAL. 



280 



230 

109 

160 

2200 

8 
72 



2781 
19660 



22441 



00 

00 

12 
88 
00 
97 
SO 

27 

63 

90 



and omitted in the Collection Register a comparison of the footings at the end of the month or at any 
time would disclose the error, " On the other hand should a false or fictitious entry be recorded in the 
Collection Register the same test would disclose it. 

*• You will now also observe that the debit footings of the Accounts Rec. Book exactly tally with 
the debit side of the Abstract, and that the sum of the footings of the Collection Register and the Cash 
Book exactly tally With the credit side of the Abstract. *^For the purpose of making the Sales Book 
show the total volume of business for each month and also to make but one entry in the Mdse. accounts 
each month, the Cash Sales from the Cash Book are not posted direct to the Main Ledger, but are 
added to the sales *^on time" in the Accounts Receivable Book and from it Knit Goods, Gloves and 
Mittens, and Furnishings are credited each in one amount. 

" By this system of keeping an Accounts Receivable Book, much labor is saved, errors are less 
liable to occur, and at the same time a double check is had upon the Sales Ledger, making it almost 
impossible for an undetected error to be admitted into the books; and, if so admitted, the Trial Bal- 
ance would immediately locate and disclose it, 

^' The Acconnts Payable Book serves the same use in reference to purchase accounts as the 

# _ 

Accounts Receivable Book does to sales accounts. The two books are substantially the same in form, 
the only difference being that the "Total" columns in the "When due" division of the Accts. Pay. 
Book are placed at the left of the "Disct." columns instead of at the right of the " Cash" columns. 
" In it are entered all purchases, and at the end of the month the total column is footed and credited 
to Accounts Payable, in the Main Ledger. "Each bill is entered separately in the column of the 
department for which the purchase was made, and at the end of the month Gloves and Mittens, 
Knit Goods and Men's Furnishing Goods are debited for the footings. " The footing of the Accounts 
Payable column of the Cash Book for any one month should compare with the total footing of the 
special columns in the Accounts Payable Book for the same month; and this affords the same test of 
correctness and check upon the Purchase Ledger as are found in connection with the Sales Ledger. 

.Department Books. " In the Jobbing business each department is in charge of a superintendent 
who is responsible to the concern for the success or failure of his department. In most cases the mat- 
ters of buying and marking goods are left wholly to him. All bills of purchase and the freight on 



164 



THEORETICAL AND PRACTICAL BOOK-KEEPING. 



DEPARTMENT SALES BOOK. 













KNIT GOODS. 






















» 


















RECORD OF 


SALE. 










• 

KNITTED UNDERWEAR. 


« 


Invoice. 


Cotton. 


Merino. 


I 
WOOLBW 


DATB. 


NAME AND ADDRESS. 


HOW SUNT. 


■ 




TXBm. 


i 


PRICE 


AMT. 




ON 
ACCT. 


CASH. 


63 


65 


67 


«. 


70 


71 


73 


751 


80 

1 


1 I 
Sl\33,8S 

1 


18m. 








^2 






















July 


1 


Carr, 0. M., 


Conn. River 


71 


12 


a 


60 


42 


00 






















12 


















Packet Co., 


70 


ll» 


12 


8 


50 


42 


a) 




















12 


















Hartford* 


Casetfsrs 


66 


4 ^ 


12 


8 


50 


42 


(K) 














12 




























63 


12 


8 


50 


42 


uo 












12 






























60 


H mm 


24 


2 


75 


66 


00 


















24 
























67 


-m J 


24 


2 


75 


66 


90 


8 


800 


00 










24 




























6 






































■ 






15 


Ford & COh 


Troy line. 


63 


,2 


8 


8 


50 


10 


50 












8 






























65 


8 


8 


60 


10 


50 














8 


















1 






Troy. 


Case 1(376 


67 


S o 


6 


2 


75 


16 


50 
















6 
















1 










60 


M 


6 


2 


75 


16 


50 


















6 










[ 












70 


8 


8 


50 


10 


50 




















8 






















71 


^ ■4 


8 


8 


60 


10 


50 


8 


75 


00 






i 










8 










1 




30 


Elder &Blis8, 


ErleR.R. 


63 
65 


• 


5 
5 


8 
8 


60 
50 


17 
17 


50 
50 












6 


5 




1 




















Cornell. 


Ca8e#877 


67 


b 


10 


2 


76 


27 


50 
















10 














1 










60 


s 


10 


2 


75 


27 


50 


as. 






w 


00 








10 












1 ' 
1 




81 


Been Bros., 


West Shore. 


63 

65 


m 


5 
5 


8 
8 


50 
50 


17 
17 


60 
50 












5 


6 


















1 

1 






Utica. 


Case jf 878 


67 
60 


1 


10 
10 


2 
2 


75 
75 


27 
27 


50 
50 


aB. 




90 


00 






10 


10 










































875 

375 
180 


00 

00 
00 


180 


00 






















































550 


00 




































180 












550 


00 


550 


00 


^ 


25 


50 


50 


|15 


15 





































































DEPARTMENT STOCK BOOK. 

GLOVES AND MITTENS. 





BUCK. 


KID, CALF AND COLT. 

• 




SUMMARY. 


GIiOVES. 


MITTS. ! 

1 


SUEDE. 


1 DOMESTIC. 


IMPORTED. 


DATS. 


850 
660 


860 
630 


870 
615 


835 
612 


905 
736 


908 
732 


, 930 
724 


9U1 
735 


950 
740 


955 
741 


9C0 
743 


744 


189-. 
July 


31 

1 
31 


Purchases and balance stock on hand. 
Total Sales for the month, S. B. FoL 12, 

• 

Balance Stock on hand, per Inv., 
August purchases. 








125 ' 
25 
100 

1 






25 

i 19 


S64 
14 


iiH 


140 
14 


20 
15 


425 

30 


Aug. 








1 




6 

1 

1 


250 


50 


5 


4(6 



same are charged to his department in the Purchase Book^ and from the Department Sales Book his 
department is credited for all sales. " The Department Sales Book illustrated on page 164, is the 
form used in this set, "It will be observed that it is a Sales Book in detail, and also that shipments 
are made from it direct. " At the right, under the heading^'* Knitted Underwear," is a form of Stock 
Book with special columns. "Not only are the several grades of Cotton, Merino and Woolen under- 
wear kept in total, but a record of each particular number is also kept. During the month a total of 180 
dozens were sold, consisting of 25 doz. No. 63, 25 doz. No. 65, etc., as shown by the footings. ** These 
totals are deducted from the totals on hand July 1st in the Department Stock Book of Knitted 
Underwear. {See form of Stock Book above.) "In this Stock Book are deducted the sales and are 
added the purchases as represented in the Coal sot. "The balance should show, at any time, 
the exact number of dozens of each kind on hand. The same is true of the Department Sales and 
Stock Books of Gloves and Mitts and Furnishings. " From these books charges are summarized in 
the general Sales Book or Accounts Bee. Book. 
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SALES LEDGER, 

0. M. CARR. Hartford, Conn. 



DATE. 



18B-. 




July 


1 


Aug. 


1 




1 



INVOICE. 



Gloves & K. G., Oct. 1, «\^, 630 



Gloves, 



Furnishings, 



Oct. dating. 

30 ds. net. 

Bal., 116,00 





DEBIT. 


CREDIT* 


i 


DATE. 














189-. 




3 


900 


60 


900 


60 


87 


Aug. 


10 


8 


950 

1860 


00 

60 


950 

1850 


00 

60 


89 




13 


8 


116 


00 










* 



PAYMENTS. 



Draft No. 876, N. Y., 83S.0« 

Interest, 2 mos.. 8.47 

Dis. 6 per cent, on Inv., 54.<.'A 



Draft No. 1162, N. Y.. 884.OT 

Interest, 2 mos. , 8.93 

Dls . « per cent, on Iny., 67 00 



When three Ledgers are called for in any business, they are usually three separate volumes. Sometimes, however, 
one book is used, the book being divided into three divisions. When the General Ledger is a separate book, it is often 
expensively made, with the front edges of the cover fastened together by clasps and locked with padlocks. The book is 
opened for posting only once a month, and the accounts are closed but once a year. The clerical force of the office 
know nothing of its contents, and often not even the confidential book-keeper knows anything of its contiCnts, the totals of 
the other books being posted to it and the full record kept in it by a member of the firm. 



CONTINUOUS TRIAL BALANCE. 

JUNE TO DECEMBER 



r 

• 

c . 


JUNE. 


JULY. 


AUGUST. 


»^ 1 T-wnnTCu A rTTkn -wTa 














P 




BAIiANCB 


BAIiANCB 


BALANCE 


BALANCE 


BALANCE 


BALANCE 


CC4 




AND DR. 


AND CR. 


AND DR. 


AND CR. 


AND DR. 


AND CR. 




Balance, 






hOOOO 


00 






wooo 


00 






kOOOO 


00 


1 


Stock, 










vm6 


00 






12U80 


Ul 






5 


Accounts Keceivable, 


12776 


00 






1229 


20 


1583 

2S00 


79 

00 






7091 


00 


10 


Accounts Payable, 


4628 

20000 


00 

00 


6928 


00 


2200 

161iS 


00 

8k 


6991 


00 


19660 


6S 






13 


Cash, (From cash book. ) 


6000 


00 


4853 


16 


7295 

6O00 


06 

00 


2781 


27 


6000 


00 






20 


Real Estate, 


2500 


00 






U658 


60 






66U6 


90 






21 


Famishing Goods, 


3228 

6200 


00 

00 


1169 


50 


1391 

sou 


00 

60 


303 


60 


lltSk 


90 






29 


Gloves and Mittens, 


1800 

S500 


00 

00 


7195 


50 


1600 

990 


00 

00 


919 


60 


UhS5 


00 






35 


Knit Goods, 


1900 

ISOO 


00 

00 


4410 


00 


4000 

1800 


00 

00 


555 


00 


1800 


00 






39 


Furniture and Fixtures, 














216 


66 






276 


26 


40 


Discount, 






216 


56 


72 


30 


132 

68 


00 

28 






79 


68 


46 


Interest, 






58 


28 


8 
m 


97 

00 


30 


27 


2SU 


12 






52 


Traveling Expenses, 


125 


00 






109 

176 


12 

00 






SS6 


88 






55 


Oflfice Expense, 


175 


00 






160 

200 


88 

00 






kSO 


00 






57 


Salary, 


200 


00 






230 


00 










6000 




00 


62 


Bills Payable, 














5000 


00 










68 


Bills Receivable, 

Balances, prcrvlous month. 




00 




00 




8U 




8U 




8k 








UOOOO 


moo 


k»67k 


/t267U 


62IM 


62kk6 


8k 




Total month's business. 


24831 


00 


24831 


00 


18296 


53 


18296 


53 





























Price Lists. " On page 166 are represented the price lists of the different departments, " Two 
keys are used, one for marking the cost price of goods, called the Buying Key, and one to indicate the 
selling price, called the Selling Key. •''The Buying Key is made from the word "handsomely." 
*" It will be noticed that there are ten letters in the word and that each letter is different; that is, that 



THEOKETIOAL AND PEAOnCAL BOOK-KEEPING. 

CREDIT INDICATOR, AND ABSTRACT SALES LEDGER. 

JUNE TO DEC, 1S9-. 





SALES LEDGER. 


JUNE. 


JULY. 


AUGUST. 




KAME. 


DR. 


OR. 


- 


».. 


OR. 


B*L. 1 


.. 


c^ 1 ..u 


I 
a 

8 
4 

fi 
6 
7 


MasoD. J. L., 
Carr, 0. M., 
Long & King. 
Wood. W. O., 
Ford&Ca, 
EvaDB & Co., 
Dodd & Nuh, 

Sales ftDd Collections, 
I^st month's. 

Volume of nles. 


175 

680 
.lOftW 

760 
100 

12775 


50 
29 
00 
31 

00 
00 

00 






219 

175 

S80 

10950 

750 
100 


50 
29 
00 
21 
00 
00 


900 

175 

75 


50 

eo 

00 
10 


78 
175 
580 

750 


50 

29 
00 

00 


219 
900 

10960 
175 
100 
76 


50 
80 

21 

00 
00 
10 




- 


— 


j 




— 


_ 


13775 


00 


1229 

I277B 
S4S 


20 

00 

00 

20 


1588 


79 


13420 


41 




ll 






- 


14533 






-= 


- 










II 


1 
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PRICE LIST. 
KNIT GOODS DEPARTMENT. 



BUVINO KEY, HANDSOMELY. REPEATERS, R and I. 



STOCK. - 


co™>». 


MERINO. 


WOOLEN. 


KIND. 


Mans. 


WOHW^ 


CHIU>'B. 


M^ 


-WOMEHB. 


CSCLD'g. 


»>».. 


WOMEIS. CRIIaD'S. 


STYLE, 


w. 


D. 


W, 


D. 
85 


w. 


D. 


W. 


D. 


w. 


D. 


W. 
4T 


D. 
4« 


W. 


D. 


w. 


D. 


w. 


D. 


HANUFACTCRSR6 NO. 

AND Cobs, 
1TITH Kar. 


aD 


31 


83 


BT 


X 


40 


U 


48 


4f 


tw 


Bl 


w 


W 


n 


» 


n.jrr 


n.n 


MJ 


a^r 


a-jr 


a.yi 

Be 


«.sy 


ajj 


a.yl 


a.yr 


h*r 


b.si 


ao 


a.yi 

81 


n.By 

63 


— 


"' 


■Jj- 


OUR NO. 


60 


SI 


at 


« 


8G 1 8T 


» 


Seluko Phiob. 
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no one letter is used the second time. " It will be seen that each of the ten figures of the Arabic 
Kotation is represented b; a letter. ^' The first letter, h, represents the figure 1 — a, represents 3, and 
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80 on, the last letter representing 0, To apply directly, notice that Men's No. 30 is worth 3.00. This 
would be written under the key *'n. y y.," "but to make the key difficult to read one or two letters 
not found in the key word, which are called repeaters, are used when letters would otherwise be 
repeated. " The cost repeaters are r and i. Instead, therefore, of writing as above, write n. y r, or 
n. y i, which in either case means 3.00. "Usually the cost price and selling price are written one above 

and the other below the line on a tag or upon a paster or box, as follows: Men's No. 30 ' \ ' ' and 

XXI. >J» c 

is understood at a glance: cost 3.00, sells for 4.00. 

Partners.—'* The partners in this set are W. A. Woodward and James W. Goddard, under the 
firm name of Woodward & Goddard. The Trial Balance shown on page 165 gives only the name of 
Stock, there being no separate account in the Main Ledger with each proprietor. But in this capital 
of 40000.00 each partner has an equal interest and each shares equally in the net loss or the net gain 

of the business. 

During the month of July no sums had been withdrawn by either partner on private account, but 
during the month of August a private account with each partner will be opened, and at the end of the 
month the net loss or the net gain of each will be entered in their respective accounts. 

Special Instructions. Before beginning work on the Memoranda for August it will be neces- 
sary for the student to bring forward into his books the balance as shown in the illustrated set. In 
business, the book-keeper in assuming charge of a set of books would, among other things, simply test 
the accuracy of the last trial balance and the abstracts and then continue the record in the books 
already opened. 

Now open such acct. in your Main Lodger as appear in the trial balance, excepting cash acct. giving 
to each account one-fourth of a page space. Enter the balance only of each account in the Ledger, 
under date of August 1. Write for explanation, " Balance per Ledg. A." After transferring all of the 
balances from the trial balance to the Main Ledger, test the correctness of the work by taking off a 
trial balance. Becord the trial balance in the Continuous Trial Balance sheet which you will find in 
your Trial Balance Book. In addition to the name of the account write the Ledger folio as you have 
it in your Ledger, and enter the balances in the first column in red ink. Write the amount above the 
line high enough to write underneath and on the line at the end of the month the figures representing 
the month's business, if any, for each particular account. Do not copy the trial balance from the 
illustration, but compile it from your own Ledger. Do not enter investments in partners^ private accts. 

Sales Ledgeb. — Your trial balance exhibits an aggregate balance due from customers of 
12420.41. By referring to the abstract of Sales Ledger illustrated on page 166, it will be seen that the 
balance column for the month of July foots the same, and this abstract shows in detail the accounts 
which belong in the Sales Ledger. You will now open these accounts in the Sales Ledger, carry in the 
balances, and when posted take off an abstract. Head the first money division of your abstract *• July *' 
and enter the balances in the third or balance column. See that the footing of this column agrees 
with the balance of Accounts Beceivable account in the Main Ledger. 

Accounts Beceivable Book. — It is evident that the amount, 12420.41 represented by the 
accounts in the Sales Ledger is for accounts not yet due, and that these should be found in the 
Accounts Beceivable Book, from which collections are made. 

By consulting the Accounts Beceivable Book illustrated on page 160, it will be seen that there are 
coming due in different months the following accounts: In August, — J. L. Mason, June 2, 60 da., 
219.50; W. 0. Wood, June 8, 60 da., 200.00; Dodd & Nash, July 1, 30 da., 75.10; Ford & Co., July 
3, 30 da., 175.00. In October, W. 0. Wood, June 8, due Oct. 1, 6^ 10 da., 5^ 30 da., 10450.00; 
Evans & Co., June 10, due Oct. 1, 6^ 10 da., 5^ 30 da., 100.00; W. 0. Wood, June 10, due Oct. 1, 6^ 
10 da., 5^ 30 da., 300.21; 0. M. Carr, July 1, due Oct. 1, 6^ 10; 6fi 30 da., 900.60. 

Enter the above in the Accounts Beceivable Book as follows: Under the heading ** Name " write 
*' From Book A,'' and underneath this write the names of the above accounts. Next extend the time 
and discount into the ** Terms" columns, and the amounts of the first four accounts into the " Total" 
column of the ''August" division of the book, and the amounts of the remaining accounts into 
the ''Total" column of the "October" division. The other columns are to be left blank for the 
present. Foot in pencil the total columns for August and October, and see if their sum agrees with 
the footing of the Abstract of the Sales Ledger. 
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The Accounts Payable Book. — In working out the memoranda of this set it is deemed unnec- 
essary to keep a Purchase Ledger, as the Accounts Payable Book furnishes all the desired information 
regarding creditors' accounts. By referring to the trial balance on page 165, it will be seen that there 
are creditors* accounts unpaid to the amount of 7091.00. These accounts are due as follows: In 
August, — Boswell & Johnson, June 5, 60 da., 1700.00; Boswell & Johnson, July 6, 30 da., 575.00; 
C. B. Smith & Co., July 5, 30 da., 816.00. In October,— Bixby & Co., July 1, Oct. 1, 6^ 10 da., 5^ 
30 da., 4000.00, You will now open the Accounts Payable Book in the same manner as you did the 
Accounts Receivable Book and prove it by comparing the sum of the footings with the balance of 
Accounts Payable account in the Main Ledger. 

Stock Books. — The Department Stock Books may or may not be used in working out this set at 
the discretion of the teacher, 

Cash Book and Check Book. — Open the Cash Book by entering in it the balance of cash as 
shown by the Cash Book illustrated on page 163. Extend the amount into the General column. 
Enter on the stub of the Check Book the balance in bank as also shown by the Cash Book illustrated 
on page 163. 

Posting the Books. — The current debit and credits should be posted at the end of each mem- 
orandum date. The special columns should be footed and posted at the end of the month. Prepar- 
atory to this the following should be observed: Commencing with the Knit Goods Department Sales 
Book check the total debit of each individual sale into the Accounts Receivable Book, being careful to 
observe if the amount is extended into' the special columns headed "Knit Goods." As each item in 
the department book is found to be correctly transferred check it thus y/ in the Accounts Receivable 
Book, in the column at the left, headed *' Check." 

Check in the same way the entries from the other department books. Then foot the special col- 
nms, summarize and post the footings as follows: Accounts Receivable and Cash To Knit Goods, 
Gloves and Mittens and furnishings. {See illustrated Accounts Rec, Book, page 160,) 

See if the sum of the footings of the department columns of your Cash Book tally with the Cash 
column of the Accts. Rec. Book. If the Cash column and the Total Debit column in the Accts. Rec. 
Book together foot the same as the total footings of the three credit columns, the work may be consid- 
ered correct. 

Next the Accounts Payable Book should be footed. ( The correctness of the entries in this book 
in business would be verified by checking the original invoices from the files into the Accounts Payable 
Book.) After footing the special columns summarize and post as follows: Knit Goods, Gloves and 
Mittens, and Furnishings To Accts. Payable. 

Next strike a balance in your Main Cash Book. Balance in safe as per Daily Cash Balance, t ; 

Balance in bank, as per Memo. Bank column in Cash Book ( verified by the stub balance in Check 

Book ), ; Balance Cash on hand as per balance brought down in Main Cash Book ( verified by 

the sum of the balances in bank and in safe ), . 

Before posting the special columns of the Cash Book be sure to check the special department sales 
columns in the Cash Book with the Cash column in the Accounts Receivable Book. 



MEMORANDA OF TRANSACTIONS FOR AUGUST. 

AUGUST 1, 189-. 

Paid, per check, Lewis A. Osborne's sight draft for 100.00 from Pittsburgh, for traveling expenses. 
((7. B. — Traveling Expenses; Ck. B.) 

Id business a memorandum account is usually kept with each traveling salesman for the purpose of knowing how 
much is expended by him for traveling purposes. The salesman is required to keep an accurate account of his expenses 
while " on the road" and to make daily, weekly, or monthly reports of the same to bis " house." 

It must be borne in mind by the student in writing up this set that he is not opening a set of books, but that the 
books are already open, and that the above remittance is to one already in the employ of the house when the student 
assumes the duties of book-keeper. 
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MEMORANDA OF TRANSACTIONS FOR AUGUST (Continued). 

Paid the following petty expenses in cash: 1 paper pins, 10^; stamps, 1.50; cleaning office, 2.50; 

ink, 1.00; mucilage, 75^. {Enter same in Petty Expense Book only.) 

The student should make a Petty Expense Book as foUows: Take a sheet of cap paper and make two folds in it» 
one from the bottom and one from the side, then cut the edges and fasten together with a pin, after which rule date 
and money colunms on each page. He will then have a book four by six inches in size, which will be sufficiently large 
for this set. This book is to be closed at the end of each week, and the footings are then to be entered in the Main Cash 
Book — "Office Expense, per Expense Book." In business where an Expense Book is used, when making up the cash 
daily, the footings of the Expense Book are added to the amount of cash in the drawer to determine the correctness of 
the entries already made in the Cash Book. 

Paid the following freight bills, per check: — For Furnishing Goods Department, 15.18; Glove and 
Mitten Department, 45.95; Knit Goods Department, 27.75, (C B. — Furnishing Ooods acd,, 15A8; 
Gloves and Mittens acct.y ^5,95; Knit Ooods , 27.75,) 

It will be observed that each department is charged with the cost of goods, freight, etc., and credited with the sales. 

AUGUST 2. 189-. 

Placed order with Moore & Jones, Boston, through their Mr. Tate, for Gloves and Mittens as fol- 
lows: — On Oct. dating 6^ 10 days, 5^ 30 days or 4 mos. net from Oct. Ist: — 40 doz. 955 Imported Kid, 
Lined, Plain Top; 25 doz. No. 960 Imported Kid, Lined, Fur Top; 100 doz. No. 941 Domestic Kid, 
Inseam ; 50 doz. No. 930 Domestic Kid, Fleece Lined P. K. Prices same as price list. Goods are to 
be forwarded per M. D., by the 10th of this month. {Memorandum only.) 

Received from W. 0. Wood, draft on N. Y., for 5000.00, to apply on bill June 8th, due in October 
subject to discount. {Enter in the Sales Ledger division of the Cash Book, thus : — 



W. 0. Wood, Inv. June 8, less Ojd disct. and int. 



D%9Ct. 

322.92 



Interest, 
59.02 



Net, 
5,000.00 



Next enter the collection in the Accounts Rec* Book as follows : On the same line as the bill of W, 0. 
Woody due in Oct., 10450,00, enter in the August discount column, 322,92; in the Interest column, 59,02/ 
in the " Net Cash " column, 5000.00; and in the '* Total '' column, 5381,94, Then take a ruler a7id dram 
a red line through the amount of 10^50,00, which is entered in the October column, and immediately over 
these figures write the balance due on the bill, 5068.06. See illustration, page 161.) 

It is evident in rendering a receipt for above remittance that credit must be given for a certain amount which, 
when discounted at 6^ (the commercial discount offered to Wood), and the interest deducted for the time to run, the 
balance would equal 5000.00. The account is not legally due until Feb. 1st., according to the stated terms, which are* 
Oct. 1st, 6 — 10; 5 — 80 or 4 mos. net. But even if discounted at 6^, it is not then due until Oct. 10th. W. O. Wood 
Is entitled to interest on the net amount due October 10th. At 6^ the interest on 1.00 for 70 days equals 1^^, and 
therefore the 5000.00 equals 98|^ of the net amount of the Invoice due Oct. 10th after the invoice has been dis- 
counted at 6^; and 5000.00 -»- .98{ = 5059.02, which represents the debt after being discounted at 6^, but before the 
interest had been subtracted. It is evident then that the 5059.02 equals 94^ of the amount to be credited, and that 100^^,. 
or the amount to be credited is found by dividing 5059.02 by .94 wliich gives 5381.94, the gross amount. 

Proof. — Assume that he wishes to pay 5881.94 on the debt and save his 6^ discount and interest for the time to nm» 
Discount this at 6^ and the discount is 5881.94 X .06 = 822.92, and the balance, or net amount due Oct. 10 is 6059.02. 
Deduct from this amount the interest calculated on the face for 70 days, which equals 5059.02 x .01^ = 59.02, and 
5000.00 remains to be paid. 

It will be noticed that W. O. Wood has deducted from the face the interest instead of finding the present worth of 
the debt, which is equivalent to bank discount (excepting the three days of grace). The legal method would be to find 
the present worth, but the prevailing custom among business men is as has been represented here. The debtor decides 
that, inasmuch as the. debt is not due untU Oct 10th, he need not pay the same until then; and that he is entitled to tha 
same interest that the concern would be obliged to pay at the Bank should it borrow the amount on its own paper. 

AUGUST 5, 189-. 

Received from Moore & Jones, Boston, copy of an order reported by their Mr. Tate as having been 
given by us, as follows: 40 doz. No. 955; 25 doz. No. 960; 100 doz. No. 941; 75 doz. No. 930. Terms 
6$^ 10 days, 5^ 30 days, or two months net. Goods to be shipped Sept. 1st, 189-^ per M. D. You are 
instructed by them to wire them at their expense if the order is not correct. {See if the above checks^ 
with the order placed with Mr. Tate on the 2 fid inst., and if fwt correct fwte difference a7id report same,} 

It is customary with jobbers to have traveling salesmen with whom they do business leave a copy of the order given, 
either on an order blank or in a book ruled for the purpose, and signed by the salesman for and in the name of the house 
that he represents. 
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Paid cash for bill heads, etc., 11.25; water bill, 3.25; repairing gas fixtures, 1.25. {Ea:pen8e Book.) 

James W. Goddard drew, per check, 100.00, for private use. (C B, — Private Acci.; Ck. B.) 

Received cash from Furnishing Goods Department, 225.00, for cash sale to Moses Bailey. {Enter 

in Cash Book and extend amount into column headed " Furnishings " as follows: Furnishings — Moses 

Bailey, cash bill, 225.00,) 

The detail is not made of the above sale at this time by the book-keeper, but is supposed to have been made by the 
salesman in the department. The cash is sent to the book-keeper at the time it is paid. The sale is reported at the end of 
the day's business. In this set it will be reported in connection with several others at the end of a week's record. When 
the above sale is reported see that the detail foots the amount and that it is recorded as " paid " in the Department Book 
where the sale is made, otherwise Mr. Bailey will be charged in error. 

Paid cash for postage, 3.00; for daily papers, 50^; for street sprinkling, 2.00. {Eo^ense Book.) 

Deposited the draft received from W. 0. Wood on the 2d inst., and currency, 400.00. {Ck. B.) 

AUGUST 6. 189-, 

The sales for the week as shown by the Department Sales Books are as follows: 

From FuENisHiNG Goods Department. — Aug. 1st., J. L. Mason, 30 days, M. D.: 10 doz. 
Laundered Shirts; 2 doz. Night Shirts; 12 doz. "A" Collars; 12 doz. XXX CuflEs; 3 doz. Four-in-hand 
Ties; 10 doz. British Hose; 6 doz. Scotch Wool Hose. 

Ford & Co., Troy, N. Y., per Troy Line, 30 days net: 60 doz. W. B. Collars; 60 doz. XXX Cuffs 
10 doz. Lisle Thread Hose; 10 doz. Merino Hose. 

Aug. 2nd., 0. M. Carr, Hartford, per Conn. River Packet Co., 30 days net: 2 doz. Neglige Shirts 
6 doz. No. 1 Black Ties; 6 doz. Silk Hose.' 

Long & King, 30 days net, per M. D. : 6 doz. No. 14 Laundered Shirts; 10 doz. W. B. Collars 
5 doz. Night Shirts; 10 doz. XXX Cuffs; 6 doz. Neglige Shirts; 6 doz. Scotch Wool Hose; 3 doz. 
Assorted Ties; 6 doz. British Hose. 

Aug. 3rd. — Evans & Co., 30 days, per Express: 10 doz. Laundered Shirts; 10 doz. Neglige Shirts. 

Moses Bailey, 100 doz. British Hose for cash. ** Paid.** (Reported Cash sale on 5th.) {Enter the 
above sales in the Furnishing Goods Department Sales Book. — See illustration, page ISJjf.. — Be careful to 
extend the amounts of time sales and cash sales into their proper columns. See Price Lists, page 166.) 

In determining when an invoice is due the student must appreciate the difference between a time bill dating from 
shipment, and one ** dated ahead ** or the October date. In recording a GO day's bill from July 1st, for instance, it is 
entered as due in the September colunm, whether sold on Net terms or sold subject to discounts. But in recording a bill 
dated ahead — Oct 1st, 6^, 10 days, 5^ 80 days, or four months net — the sale is always made with an implied promise 
that it is to he discounted, and should the customer let the bill run to its legal maturing date the concern looks upon his 
credit as poor, for he has been paying over 19 per cent, per annum for money; therefore in entering all bills dated ahead 
enter them in the October column, as you have a right to anticipate collections for that month for nearly all, if not quite 
aU, the full amount of the credit given. 

Glove and Mitten* DBPAETMEirr. — Kvig. 1st. — Elder & Bliss, Cornell, Oct. 1, 6^ 10 da., b^ 
30 da., 4 mos. net: Shipped per M. D. 10 doz. No. 612; 10 doz. No. 735; 5 doz. No. 743. Aug. 3d. — 
0. M. Carr, Hartford, per Conn. Eiver Packet Co., Oct. 1, 65^ 10 da., 6^ 30 da., 4 mos. net. 50 doz. 
No. 735 ; 100 doz. No. 744. W. 0. Wood, terms regular, per M. D., 100 doz. No. 735; 25 doz. No. 612; 
200 doz. No. 744. {Enter in Glove and Mitten Dept. Sales Book.) 

'* Terms Regular," means that the usual terms of time and discount in this department, are given, which are 6^ 
discount if paid within 10 days after Oct. 1st, or 5^ discount if paid within 80 days after Oct. 1, or 4 mos. net The 
same rate of discount, but on one, two, or three months Net from Oct. 1st, would not be "regular." 

Knit Goods Department. — Aug. 3d. — W. 0. Wood, per M. D.> 6^ 10 days, 5^ 30 days, 3 
months net: — 10 doz. No. 63; 10 doz. No. 65. Aug. 5th. — Conn & Koehler, Boston, per Shore 
Line, terms regular: — 50 doz. No. 67; 50 doz. No. 69. {Enter in Knit Goods Dept. Sales Book.) 

The object of this set is to suggest, and, so far as possible, to indicate the manner of keeping department books as 
they are kept in large Jobbing concerns where order, system, and division of labor are necessary. The student should 
carefully observe the illustrated forms, and in working out the memoranda he should give special attention to the 
mechanical part of the work. You will not be required to use the stock columns in the Sales Books in working this set 

After the department books are footed, copy the sales into the general Sales Book or Accounts 
Receivable Book, as it is called, and carefully extend the amount of each sale into the proper colunm 
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of Knit Goods, Furnishing Goods or Gloves and Mittens, as the case may be, and enter the total of the 
invoice in either the Time or Cash column according to the terms of sale. State accurately the terms 
and extend the amount to be collected into the Total column of the month in which it matures. 

When sales are made from two or more departments to one person or firm at one time and the time and term, oi 
credit are the same, the several amounts can be included in one charge to the purchaser on one line, extending the credits 
to the different department columns as illustrated in the Accounts Receivable Book on page 160. But as the terms are 
often different and as invoices are always rendered separately from the different departments. It is better, for obvious 
reasons, to charge a customer for each purchase separately in transferring from the department books to the Accounts 
Receivable Book. 

Close the Petty Expense Book to date and enter footing, 27.10 in the Main Cash Book. 



AUGUST 8, 189-. 

Paid; per checks, the following bills: Taxes on real estate for the year, 180.00. {Real Estate acct.) 
Browning, Kenney & Co. for 2 sample tables, 9.50 each; Greenleaf & Co. for 2 sample cases, 3.50 
each. {Furniture acct.) 

Graves & Munson, bill cards and circulars, 42.82. {Office Exp.) 

Received cash from Furnishing Goods Department for cash bill to Jones & Rice, 125.00, and for 
cash bill to J. C. Durfee, 250.00. {Furnishing Goods acct. See explanation, Furnishings^ 3rd inst., 
Moses Bailey.) 

Received from Boswell & Johnson, invoice and ^/l of goods as follows: Dated Aug. 3rd, 30 ds. 
Net: 25 doz. Laundered Shirts; 15 doz. Neglige Shirts; 25 doz. Night Shirts. {Find total of Mil and 
enter iyi the Accounts Payable Book, observing the same care as required in the Accounts Receivable Book.) 

Although the goods have not arrived the invoice is credited because the purchase price and terms of credit are 
correct and because the bill of lading (^/x.) guarantees that the goods arc in transit. If now, upon receiving the goods, 
there is a shortage in count, or goods are damaged, the facts will be reported back and, based upon commercial usage, a 
*' credit memorandum" will be mailed you by Boswell & Johnson, for which you will charge them in account and 
file as a voucher. 

There is a decided difference between a " Credit Memorandum*' and a " Corrected Invoice." Had there been an 
error in the above bill, either in price or terms, you should have at once returned the bill for correction and when 
returned duly corrected, there should be endorsed across the invoice, usually in red ink, the words " Corrected Invoice." 
The invoice in error is never entered in account,— only the corrected invoice, but for shortage or discounts, for damage, 
etc., the gross amount of original invoice is credited, and shortages or discounts are charged back when credit memoran- 
dums are received. 

Received from C. B. Smith & Co., Philadelphia, invoice and %: 125 doz. British Hose; 125 doz. 
Lisle Thread Hose; 15 doz. Silk Hose; 50 doz. Merino Hose; 25 doz. Scotch Wool Hose. Inv. dated 
Aug. 6th, 60 days net. 

Received from Mandell, King & Co., Providence, invoice and ^/j,: 100 doz. Black Ties; 60 
doz. Assorted Ties; 25 doz. Four-in-hand Ties. Inv. Aug. 6th, 30 days net. 

Paid, per check, Boswell & Johnson's bill, June 5th, 60 days net, 1700.00, and the one due July 
5th, 575.00, 30 days net. {C. B., Acct. Fay. Book and Ck. B.) 

Paid, per check, Bixby & Co.'s invoice, July Ist, on October dating, 4000.00, less discount, 6^ and 
less interest for two months, or 1^, from balance. 

Received the following remittance on acct. per drafts on N. Y. : W. 0. Wood for Inv. June 8th, 
due Aug. 8th, 200.00; Ford & Co. for invoice July 3rd, 30 days net, 175.00. {Enter in G. B. and in 
Accts. Rec. Book, as per illustration.) 

AUGUST 10. 189-. 

Moore & Jones write that the order reported from Mr. Tate has been changed so as to conform to 
the facts as reported by you to them, in answer to their notice of order on the 3rd inst. They enclose 
invoice 920.00, and ^/x, for goods under date Aug. 5th, 
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Received the following remittances in drafts on N. Y. : W. 0. Wood to balance bill June 8th, on 
October dating, of 10450.00, less credit of Aug. 2nd, 5381.94; leaving a balance now to be discounted 
of 5068.06; and full amt. of inv. June 10th, Oct. dating, 300.21; total to be discounted, 5368.27. 
discount, 6^, 322.10; interest off, 2 mos- 50.46; dft. for balance, 4995.71. 

From J. L. Mason to balance invoice June 2nd, 60 days net, 219.50. 

From Evans & Co. inv. June 10th, October dating, 100.00, less terms of discount and interest for 
2 months. 

AUGUST 13. 189-. 

» 

Received from Moore & Jones, invoice and ^l of goods bought on Oct. dating, 6^ 10 da., 5^ 30 
da., 4 mos. net: 25 doz. No. 965 (our number, 744). Invoice dated Aug. 10. 

From Bixby & Co., terms regular, Oct. dating; 50 doz. No. 43; 50 doz. No. 45; 40 doz. No. 50; 
40 doz. No. 51; 25 doz. No. 53; 25 doz. No. 55. Invoice dated Aug. 10th. 

Discount above bills and take off interest for 58 days. Pay net amount per check. 

The sales for the week in the several department books are as follows: 

Mens Furnishing Goods. — M. E. Thompson, Scranton, Penn., per M. D., 30 days net: 100 
doz. XXX Cuffs; 10 doz. Laundered Shirts; 6 doz. Neglige Shirts. 

Jones & Rice, for cash, 25 doz. Assorted Ties. ** Paid." 

David E. Camp & Co., Hartford, Conn., per Conn, River Packet Co., 60 days, 2^ disct. 10 days: 
5 doz. Laundered Shirts; 5 doz. Neglig6 Shirts; 5 doz. Night Shirts; 10 doz. "A" Collars; 10 doz. 
W. B. Collars; 20 doz. XXX Cuffs; 10 doz. Four-in-Hand Ties; 5 doz. British Hose; 5 doz. Lisle 
Thread Hose; 5 doz. Silk Hose; 10 doz. Merino Hose; 10 doz. Scotch Wool Hose. 

Ackley & Bennett, Geneva, N. Y., 30 ds. net, per M. D.: 10 doz. Black Ties; 10 doz. British 
, Hose; 25 doz. W. B. Collars. 

John C. Durfee, Syracuse, per Express, for cash: 25 doz. Laundered Shirts. 

Moore & Co., Pougkeepsie, N. Y., 60 days, 2^ 10 days: 1 doz. Neglig6 Shirts; 1 doz. "A" Col- 
lars; 1 doz. Lisle Thread Hose; 5 doz. XXX Cuffs. 

Rolfe & Billings, Watertown, N. Y., per M. D., on acct. 30 days net: 10 doz. Merino Hose, No. 
150; 10 doz. Lisle Thread Hose, No. 148. 

Gloves and Mittens. — H. M. Thomas^ Bangor, Me., per steamer, Oct. 1, 6^ 10 da., 6^ 30 da., 
and discounted upon shipment: 25 doz. No. 612; 25 doz. No. 735; 50 doz. No. 744. Made sight draft 
for net amount, attached ^/l to draft and deposited same in bank. (Discount gross amount of sale 6i, 
and from the balance, or 94^ of sale deduct the interest for two months, or l^for the time. Enter as cash 
sale in Department S. B. and in C, B. Enter also in Ck. B. ) 

Sales like the above are sometimes made where the credit of the purchaser is poor. The usual dating, with rate of 
discount is given as a basis for determining the net amount for which to settle. For instance, the net amount of a bill of 
goods for 10.00, sold on an October dating, subject to 6^ discount for cash, is 9.40. If now the purchaser wishes to pay 
this 2 months before it is due, he deducts 1% additional. 

Keceived draft on New York from Dodd & Nash, for invoice July 1, 30 days net, 75.10. 
0. M. Carr has discounted his bill of July 1st, 900.60, due Oct. Ist, less discount 6j^, and interest. 
Amount of draft, 838.09; discount, 6^, 54.04; interest 2 mos., 8.47; total credit, 900.60. 

Paid the following accounts per check: Boswell & Johnson, Aug. 8th, 30 ds., 767.50, less interest 
for 1 mo. -J^; C. B. Smith & Co., Aug. 8, 60 ds., 757.50, less interest for 2 mo. Ij^, 7.58; Mandell> 
King & Co., invoice Aug. 8th, 30 ds., 631.25, less interest for 1 mo., •^^. 

Paid our note of 5000.00 and interest for 33 da. per check. 

AUGUST 17, 189-. 

Eeceived from Fra\ik Towne cash, 37.20, for cash bill from Glove and Mitten Department. ((7. 
B. — Olove and Mitten Department.) 

Received the following remittances in N. Y. dfts. on account: 0. M. Carr, inv. 3d inst., Gloves> 
less 6^; W. 0. Wood, Inv. 3d inst., Knit Goods, less 6^, and less interest on each for 2 mos. or 1%. 
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MEMORANDA OF TRANSACTIONS FOR AUGUST (Continued). 

{Enter in the Cash Book in detail, pla/dng the discount on each hill in the Discount column, the interest 
in the Interest column, and the net amount of remittance in the Net Cash column. Next enter the aboffe 
in the Accounts Receivable Book, in the column headed '^August,^^ observing to entei* the amounts in tJte 
Interest, Discount, Net Cash and Total columns respectively,)- 

It will be observed that these special columns in the Cash Book under the heading " Sales Book " should exactly 
tally with the special columns in the Accounts Receivable Book, and while the footings are posted only at the end of the 
month, pencil footings are made daily. This will prevent errors from being covered up for any length of time and this \s 
the one thing for the young book-keeper to learn — to find his own errors (for errors will occur) before they are found by 
others. 

Deposit all the KT. Y. drafts on hand, and currency, 250.00. 

AUGUST 20, 189-. 

The following sales have been made for the week: 

Glove and Mittek Depabtment. — Terms regular. Been Bros, on acct., per M. D.: 6 doz. Na 
724, 20 doz, No. 612, 15 doz. No. 735, 10 doz. No. 744. 

J. L. Mason, on acct., M. D. : 25 doz. No. 744, 5 doz. No. 741, 6 doz. No. 612, 5 doz. No. 735. 

S. M. Howe, on acct., M. D.: 25 doz. No. 744, 25 doz. No. 735. 

Prank Towne, cash, less l^i 5 doz. No. 744. Paid. 

M. L. Bonner, Bridgeport, Ct., on acct., per express: 1 doz. No. 612, 1 doz. No. 735, 1 doz. No. 
743, 1 doz. No. 744, 1 doz. No. 724. 

Furnishings. — Ingraham & Co., Watertown, N. Y., on acct., 30 ds.: 5 doz. Night Shirts, 5 doz 
Laundered Shirts, 1 doz. Neglig^ Shirts, on acct., 30 ds. 

Williams & Kemp, TJtica, on acct., 30 days, per M. D. : 5 doz. Neglig6 Shirts, 10 doz. Night Shirts, 
10 doz. Lisle Thread Hose. 

Knit Goods Depabtment. — ^Dale & Co., A^uburn, N. Y., per M. D. Terms regular. Oct. 1, 
6^ 10 da., b^ 30 da., 4 mos. net: 10 doz. No. 63, 10 doz. No. 65, 10 doz. No. 67, 10 doz. No. 69, 6 doz. 
No. 83, 5 doz. No. 85. 

Deyendorf & Smalley, Rutland, Vt., on acct. Terms regular, per Peoples Line & M. D. : 50 doz. 
No. 63, 50 doz. No. 65, 25 doz. No. 83, 25 doz. No. 85. 

Benj. Vaughn, Sons & Co., Rome, N. Y., on acct. Terms regular, per M. D.: 25 doz. No. 80, 26 
doz. No. 81, 25 doz. No. 67, 25 doz. No. 69. 

F. W. Morey, on acct., 30 ds.: 40 doz. No. 73, 40 doz. No. 75, per M. D. 

Chas. E. Howe & Co., on acct., 30 ds., per M. D.: 10 doz. No. 83, 10 doz. No. 85. 

L. M. Brown & Co., Syracuse, N. Y., per M. D., on acct., 60 ds.: 40 doz. No. 73, 40 doz. No. 75. 

Van Nostrand & Co., on acct., 60 ds., per M. D. : 25 doz. No. 80, 25 doz. No. 81, 25 doz. No. 
67, 25 doz. No. 69. 

Receiyed cash from David E. Camp & Co., for invoice 13th inst., less 2^ discount, and from Moore 
& Co., for invoice 13th inst., less 2^. 

AUGUST 27. 189- 

Following are the sales for the week: 

Furnishings. — 0. M. Carr, 30 ds. net: 5 doz. No. 14 Shirts, 8 doz. No. 15 Shirts, 2 doz. No. 16. 
Evans & Co., 60 days net: 7 doz. A. Collars, 5 doz. W. B. Collars, 3 doz. XXX Cuffs. 
J. L. Mason, 30 ds. net: 5 doz. No. 1 Ties, 3 doz. No. 2 Ties, 12 doz. No. 3 Ties, 5 doz. No. 147 
Hose, 12 doz. No. 148 Hose, 5 doz. No. 149 Hose, 19 doz. No. 150 Hose, 5 doz. No. 170 Hose. 

Gloves and Mitts. — Elder & Bliss, Oct. 1, 6^ 10 ds., 5^ 30 ds., 4 mos. net: 4 doz. No. 612, 
9 doz. No. 724, 19 doz. No. 735. 

S. M. Howe, Oct. 1, 6j^ 10 ds., 5^ 30 ds., 4 mos. net: 1 doz. No. 741, 4 doz. No. 743, 4 doz. No. 744. 

W. 0. Wood. Terms regular: 5 doz. No. 612, 10 doz. No. 724, 25 doz. No. 735, 10 doz. No. 750, 
60 doz. No. 741, 10 doz. No. 743, 5 doz. No. 744. 

Knit Goods. — Devendorf & Smalley. Terms regular: 2^ doz. No. 67, 2^ doz. No. 69. 

Dale & Co. Terms regular. 9 doz. No. 70, 9 doz. No. 71. 

Oonn & Koehler. Terms regular: 25 doz. No. 70, 25 doz. No. 71, 5 doz. No. 80, 5 doz. No. 81« 
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MEMORANDA OF TRANSACTIONS FOR AUGUST (Continued). 

AUGUST 31. 189-. 

The following remittances came to hand by the day's mail, in drafts on N". Y. : J. L. Mason, bill 
Gloves, 20th inst., less 6^ discount and ^^ interest; Been Bros., bill Gloves, 20th, less 6^ discount and 
i^ interest; S. M. Howe, bill Gloves, 20th, less 6^ discount and i^ interest; Elder & Bliss, bill Gloves, 
1st inst., less 6^ discount and i^ interest; Conn & Koehler, bill Knit Goods, 5th inst., less 6^ discount 
and i^ interest; M. L. Bonner, bill Gloves, 20th, less 6<< discount and i^ interest; Da1e& Co., bill 
Knit Goods, 20th, less 6^ discount and i^ interest. 

Remember to deduct the Q% discount first and from the remainder deduct the i% interest. 

Deposit all the drafts on hand, and 750.00 in currency. 

Paid the following per checks: Gas bill for the month, 22.50; Cleaning offices for the month, 

18.50; Daily papers, 2.00; Dry Goods Journal, 6.00 (Office Exp.); Payroll Furnishing Department, 

15.00; Gloves and Mitts, 175.00; Knit Goods, 125.00; CounimgRoom, 110.00 {accta. Furiiishing DepL, 

Gloves and Mitts, Knit Goods and Office Expense,) 

Two different methods of classifying the pay roll are illustrated in this set. For the months up to and including 
July the total pay roll is charged to Salary ^. For the current month the different departments are charged with 
separate amounts as indicated by the Time Books in each department. 

Preparatory to posting the books, foot and strike a balance in the Cash Book, foot the Accounts 
Eeceivable and the Accounts Payable Books, and post from the different books. The cash in safe is 
109.95, and in bank, 20310.86, Takeoff a trial balance for the month and prove the correctness of 
Accounts Eeceivable and Accounts Payable Ijy taking off an abstract from each. 

In compiling the trial balance and abstracts, observe the following, taking the account of Furnishing €kx)ds to illus- 
trate: In your continuous trial balance, you have the balance recorded for July carried into the August column in red 
ink, 5645.90. (In illustrated set these figures are in italics.) Under these red ink figures write in black ink the debit 
entries for August found in each account, and on the credit side write the credit entries for August. When the figures 
are all in the trial balance, foot only the black ink figures. The red ink figures were footed at the time they were entered 
and proved the oorrectness of the Ledger on Aug. 1st. It will be seen that while to get the balance of an accoimt each 
month depends upon the month preceding it, yet in getting a trial balance only the actual work for the month is to be 
considered. The book-keeper does not even enter from the Ledger the balances of those accounts in which no entries 
have been made, for the balances are already there represented in the red ink balances brought over from the previous month. 

In compiling the monthly abstract let the student notice that the black ink figures will foot the same as the total 
sales column of the Accounts Receivable Book, and that the special columns of Discount, Interest and Cash exactly tally 
with the same columns in the cash book. This comparison should be made before commencing the work of compiling 
the abstracts. 

INVENTORY. 

Following is the inventory in the different departments Aug. Slst, 189-: 

Furnishing Goods. — Shirts: 50doz. Laundered, No. 14; 90 doz. No. 15; 9 doz. No. 16. Collars: 
20 doz. A.; 100 doz. W. B.; 300 doz. XXX. Ties: 180 doz. No. 1; 120 doz. No. 2; 100 doz. No. 3. 
Hosiery: 90 doz. No. 147; 177 doz. No. 148; 100 doz. No. 149; 101 doz. No. 150; 100 doz. No. 170. 

Gloves and Mittens. — 5 doz. No. 612; 30 doz. No. 724; 75 doz. No. 735; 30 doz. No. 750; 
100 doz. No. 741; 10 doz. No. 743; 5 doz. No. 744. 

Knit Goods.— 3 doz. No. 63; 3 doz. No. 65; 5 doz. No. 70; 5 doz. No. 71; 8 doz. No. 73; 8 doz. 
No. 75; 5 doz. No. 80; 5 doz. No. 81; 5 doz. No. 83; 5 doz. No. 85. 

Real Estate, 6000.00. Furniture and Fixtures, at cost, less 2^. 

The Net Gaijs^ for the month is 1844.35. 

QUESTIONS. 

Define "Jobber," " Wholesaler," and " Retailer." What is the object of this set? What are the 
main books used in this set ? What are the auxiliary books ? Explain the use of the Accounts Rec. 
Book. What two books are here combined ? What use is made of the Accounts Pay. Book. Explain 
the use of each of the Department Sales Books. What are done with the entries which appear in these 
books? For what is the Department Stock Book used? How is this done? Describe the Sales Ledger 
used in this set, and state what advantage it possesses over the ordinary form of Ledger? Explain the 
Continuous Trial Balance. Explain the Abstract of Sales Ledger. Explain the Price Lists. Review 
the explanations of the books and also the explanatory notes given in connection with the memoranda 
of transactions. 
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' This set is designed to illustrate a system of book-keeping adapted to any business where sales are 
made on the lease-installment plan. ' It is also adapted to the requirements of State Agencies. 

Installment Sales. — ' A sale made on the lease-installment plan is one where the conditions of 
the sale require that the seller shall not part with the title of the property until all the payments have 
been made, as agreed in the written contract, called a Lease. * In the State of New York, and in some 
of the other States, a lease to be valid must be filed for record; and when so filed it becomes at law the 
same as a chattel mortgage. {For form of Lease, seepage 179.) 

' State Agencies are agencies established in the different States by large manufacturing and other 
commercial concerns for the sale of their goods. ' These State Agencies in turn establish branch oflBces 
throughout the State. ' The business of a State Agency is both wholesale and retail, while that of a 
branch office is always retail. The retail business may be done wholly for cash, partly for cash and 
partly on credit, or on installment. 

' The following special set is a deduction from actual business, and represents the details of business 
as it transpires in a State Agency for the sale of Sewing Machines. 

The Main Books "are Journal, Cash Book, and Ledger, which do not differ materially from 
those found in a great variety of business houses, and which may be changed to other forms at the 
pleasure of the book-keeper. {See form of Journal, page 178, and form of Cash Book, pages 180^ 181.) 

The Auxiliary Books " are Lease Book, Stock Book, or Plate Number Eecord as it is usually 
called, Order Book, Agency Book, and Trial Book. 

Labor-Saving Books. — "As stated heretofore, the distinctive features of any business are indi- 
cated by the auxiliary books, which vary according to the nature and extent of the business. "And 
the real test of a practical book-keeper is to devise such auxiliary books as will represent the progress and 
details of the business, and at the same time serve the double purpose of being labor-saving and of 
systematizing the order of business. " The two labor-saving books in this set are the Lease Book and 
the Stock Book. 

The Lease Book "contains a record of all leases, giving the date of sale, the name of the party, 
his residence and the kind of property leased. {See form of Lease Book on page 176,) "In proper 
columns are given the price and terms of sale, and following these there is a record of payments. 
"The footings of the ^' Price" column should always check with the debit footings of "Lease" account 
in the Main Ledger; "the footing of "Old Machine" column with "Old Machine" account in the 
Ledger, and "the "Pm't" column in any month should exactly check with the "Lease" column in 
the Cash Book. "It is evident, therefore, that the "Balance" column in the Lease Book should 
always tally, or check, with the difference between the total debits and credits of "Lease" account in 
the Ledger. The observant book-keeper will notice that "the " Balance " column footings may be 
verified in two ways : " First, by footing the column ; and " second, by subtracting the difference 
between the footings of the " Price" column and the " Payment" column; " one proves the other. 

"By this system of keeping the Lease Book the auditor or examiner from the main office can soon 
audit a set of books. In the illustrated set given on pages 176-181, an examiner would find Lease 
account in the Ledger debited 450.00, and turning to the Lease Book he checks that amount in the 
footing of the "Price" column. In the "Payment" column of the Lease Book he finds credited 
"cash," 35.00, and turning to the "Lease" column of the Cash Book he checks that amount there. 
In the "Old Machine" column of the Lease Book is recorded 30.00 on first payments, and this amount 
he finds charged to Old Machine account in the Journal. Finally, he finds that the balance of Lease 
account in the Ledger shows a net debit of 385.00, and as this checks with the footings of the Balance 
column in the Lease Book he is assured that the work is correct. 
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STOCK BOOK. 

RECORD OF MACHINES BY PLATE NUMBERS. 



MACHINES RBCBIVED. 


MACHINES SOLD. 


DATS. 


MEMO. 


KIITD. 


STTIiX. 


WHBRB STORED. 


rLATB 
MO. 


FOR WHAT 
SOTiD. 


aSPTKMBER 


OCTOBER. 


NOVBMBXa. 




IMT. 


■ALS4. 


1 mr. BALBS. 


IXV. 


•ALU. 


189-. 
Aug. 


1 


10 N. F. Inv. t h 
Plain, 412.50. 


N.P. 


Plain. 


Const. L. SnoWf Agt. 
Oonat. " " ^ 
Conat. •• ** " 


122825 
122915 
122916 
12282:^ 
122545 
128212 
123218 
123217 
126818 
128860 


Leasees. 

Lease J 4. 
Cash, C.B..P.18. 

Lease t 5. 


122825 

122916 
122823 
12261,5 

123217 
125813 




I 

* 


• 







• AGENCY BOOK. 

WILMINGTON OFFICE. GEORGE B. COOPER, Manager. 



CONSIGNED. 


r. 
^ 


1 

ACCOUNT SALES AND INVENTORY. 


DATE. 


INV. 


KIND 


PLATE 
NO. 


DIS. 


PRICK 


AW 

iin 


1 

DATE. 


FOB WHAT 
SOU). 


PRICE 


BY WHOM 
SOLD. 


roL. 
1 

1 


MEMO. BEPT. 


AKT.OV 
CKBDIT. 


AMT. 
PAID. 


189-. 
Aug. 


8 


6 


N.F. 


PI. 


120140 

120148 
120160 
120101 
120162 
120169 


fSB/H 


75 


00 


387 


SO 


Aug. 

1 

Aug. 

i 


13 
15 


Lease«L 
Lease#2. 


75 
75 


00 
00 


Tower. 
Cooper. 


Bept. 1 1. 
Aug. 15. 

Lease it 1, 75.00 
" #2, 76.00 


150 


00 







TRIAL BOOK. 

MACHINES ON TRIAL 



DATE. 


NAME. 


STkKRT AND NO. 


KIND. 


PLATE 
NO. 


PRICE. 


WUEN 
SOLD. 


BY WHOM. 


FOR WHAT. 


189-. 

Aug. 


5 

6 
10 


Muneie, F. L. 
Nerin, W. C. 
Marston, Thos. J. 


817 Cherry St. 
318 N. Pearl St. 
854 Main St. 


N. F. 

N. P. 

8. 


123212 
123816 
123575 


75 
75 

70 


00 
00 
00 


Aug. 
Aug. 


15 
14 


Jones, E. 

Owen. 

Jones. 


Lease ^ 4. 
Lease H 6. 



The Stoek Book. — "All goods that are sold on the lease plan, from a finger ring to a sewing 
machine, have plate numbers engraved or marked upon each article, by which the goods are invoiced 
when sold, and by which they are traced when lost or stolen. " Invoices, when checked off and found 
correct, are copied into the Stock Book {see illustration, page 177) and under proper headings each 
individual machine is described. "When a machine is sold a record is made opposite the number and 
in the column "For What Sold," whether for lease or for cash. "It is evident that if the record has 
been correctly kept, the numbers left open will represent the machines on hand. " But in such cases 
the inventory is taken by actual count and the record made in the month following by plate numbers. 
•* By this method, false or fictitious inventories are avoided and errors are at once detected. 

The Agency Book "is tabular in form, and is used to indicate property out ot store. "Two 
kinds of agencies are created in this set and are indicated in the memoranda. " One by an agent wh^) 
works /or and in the name of the company, but on commission, according to contract. "The other 
is an agency known as a Branch Office. 

•'An Agency on commission differs from real Commission business in this: In the Commission 
business. Commission Merchants and Selling Agents owe the principal for proceeds. " In an Agency 
represented by a Branch Office, the agent works for his principal for a salary or for a commission, and 
he works for him and him alone; and all retuma in the way of. money or other commodities, are the 
company's assets. He does not owe the company for account sales, but as agent he is custodian of the 
property of the company. 

12 
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JOURNAL 

RICHMOND, VA., AUG. 1, 189-. 



Ii. T. 



V 



The following invoices have been rec'd during 
the week from New York Office: 

Machine ^ To New York Office, 

Invoice # 1, July 21, 412.50 
" ^ 2, '' 22, 385.00 
" is, " 2 5, 233. 75 

1031.25 



Credit each Invoice separately.) 

Merchandise, 

To New York Office, 

Inv. I 3, July 23, 126.00 
4, " 24, 475.00 

600.00 



li 



8. 
Horse and Wagon, 

To New York Office, 

For Inv. H 6, 10 Wagons, 
K 67 to 70 inclusive. 
Wilmington Office, 

To Mdse. % Inv. 2nd., 
Mach. % '' 2nd., 

Shipped from New York. 



Mach. ^, 
Mdse. % 



For above per Inv. j| 7, 

To New York Office, Inv. | 6, 



Commission, To Mdse, Inv. | 2, ' 

From S. L. Spraffue's Const. ^, 
From Order Book. 



Lease ^, 



To Machine ^, 

Leases {( 3 to 6 per. L. R., 
To Wilmington Office, 

Leases # 1 and 2, Bept. 16. 



Old. Mach., To Lease % 



$c'd on Leases I 1, 3 and 5. 



Leases ^, Total per L. R, # 1, 
To Mdse. Time Sales, 
Machine ^y *' 



DEBIT. 



▲ccr. 



450 



00 



GKir- 

SRAL. 



1031 



600 



1050 



418 



242 
59 
10 



25 



00 



00 



13 



00 
13 
54 



450 



00 



30 



3441 
450 



3891 



00 



05 



05 



CRBDIT. 



OBH- 
XRAL. 



1031 



600 



1050 



301 



150 



30 



25 



00 



00 



13 



3162 



15 
713 



00 



00 



38 



54 
13 



3891 05 



MDSa. 



10 



54 



00 



MACS. 

AOCT. 



80 
337 



63 
50 



15 



54 



295 



713 



00 



13 



Trial Book. — " When a canvasser takes out a machine to be sold, a memorandum account is made 
against him for the machine. ** When the canvasser leaves the machine on trial with some person to 
whom he contemplates making a sale, the entry is transferred from his account to the Trial Book {see 
illustration on page 177,) "In it is entered the date, name of the party, street and number, plate 
number, style and price. ** When the sale is closed up, the date of sale, by whom sold, and the amount 
of the sale is also entered in this book.' *' Entries which are not closed up in the Trial Book represent 
property out of store. The memorandum account with the agent is usually kept in the back of the 
Trial Book. 
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I>*«"-1 SEWING MACHINE LEASE 



THE JENKINS MACHINE COMPANY, 



MANUTAGTCIUBRS OF AKD DKALEB8 IN 



JENKINS SE\VING MACHINES, 

THSEAD, BILE, AHD ALL PABT8 AND FIHDnrGB FEKTAIHIHa TO BEWIira MAOHIHEB. 



VtlijS dtttitUfif That I, R. S. MtyrrU, now residing at I48 Main St„ £nd Floor, Wilmington, County of New Eanof^er, 
and State of North Carolina, have received of THE JENKINS MACHINE COMPANY, through their Special Agent, one 
Jenkins Sbwino Machini:, Style New Family^ Plate No. I20140, with all apparatus belonging thereto, all in good 
order, and valued at Seventy-five Dollars {%75,00), which I am to ttbb with cabb and keep in good condition. 

I hereby agree to hire, and have hired said Machine, for the term of tweive months from this date, and pay during 
said term the sum of Seventy-five Dollars as rent therefor, in the following manner, viz: Fiw Dollars in cash, and one old 
Wilder Setting Machine valued at Ten DoUare on the delivery of this Agreement, the receipt whereof is hereby acknowl- 
edged, and accepted as payment in advance for the rent of the first month only, and then at the rate of Five Dollars 
{%5,00) per month, payable in advance on the fSnd of each month, hereafter at their said office, without notice or demand, 
until the value of the machine as specified above has been paid in full. 

But if default shall be made in either of said payments, or if I shall sell, or offer for sale, remove, or attempt to 
remove, the said Machine from my aforesaid residence, without the written consent of the said Jenkins Machine 
Company, then and in that case I agree to return the same, and that they or their Agent may resume actual possession 
thereof; and I hereby authorize and empower the said Jenkins Machine Company, or their Agent, to enter the premises 
wherever said Machine may be, and take and cany the same away, hereby waiving any action for trespass or damages 
therefor, and disclaiming any right of resistance thereto, or the said Company may at their option affirm said Lease and 
sue for the full amount of rent during said term. 

It is also further agreed that I may, at any time within said term, purchase the said Machine and apparatus, by 
paying the above valdation therefor; and then, and in that case only, the rent theretofore paid shall be deducted there- 
from. It is further understood by me that I acquire no title to said Sewing Machine until its value has been paid in fuU, 
and as agreed, and I hereby certify that no other Agreement exists between myself and any Agent of said Company 
pertaining to this Machine. 

^\tat$^ tug bauA, this third day of August, 180-. 

Signed, R, S. MORRIS, 



Read the above Isefore signing It, as no statement, agreement or understanding, verbal or written, dilTering from the 
Import thereof, will be valid or binding on the Jenkins Machine Compant. 

August 3rd, 18ft-. 

For value received, I hereby guarantee the prompt and f uU payment of rent above mentioned on the part of R 8. 
Morris to the Jenkins Machine Company. 

J. E, K1N0SL7, 



Reports* — By examining the Cash Book illustrated on pages 180^ 181, it will be seen that the 
printed headings suggest a report being made to the New York oflfice. Such reports are always 
required in agencies of whatever kind, and the reports made become the basis for auditing the books 
at any time that an auditor may call from the main office. 

In an agency like the one submitted, the general agent would be required to furnish the following: 
The General Trial Balance, in totals (not balances); an abstract each of the Cash Book, Sales Book, 
Lease Book and Stock Book. 

Accompanying the abstract of the Cash Book should be the following schedules: Eeceipts. — A 
detail of all collections on Lease account, marked schedule A; a detail of machines, with plate numbers, 
marked schedule B; a detailed statement of Mdse. sales, schedule C; then schedule D, showing receipts 
in detail on account and from New York. Next, under the head of Payments, schedule E, a detail is 
made of office expense and freight and cartage together, with schedule F showing amounts paid for 
labor and commission and remittances to the main office. 

The sales abstract should show a detail of all machines sold on account, on lease, and for cash, with 
a full description by kind and plate number, followed by a detail of Mdse. sales. 

It will be seen that the Gash Book schedule for machines and Mdse. sales will check with the cash 
columns in the sales abstract; that the Gash Book schedule for lease collections will check with the 
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CASH BOOK. 

( Receipts as per reports to New York.) 



DATE. 


• 

1 


LEDGBR ACCT. 


• 

Q 

2 
d 


EXPLANATORY. 


LSASK. 

1 


MDSE. 


MACH. 


1 

OEN'L. 


BAL. 

1 


isgo. 
Aug. 


1 


New York Office, 


Sight draft $ 1, 

1 Kuffler, 1.50; Thread, 2.00; Needles, 50^, 














500 


00 












Mdse., 


c^i; 




1 


4 


00 








1 

1 












Machine and Mdse., 


1 N. F.. jt 121142, 75.00, and Attchts., 6.00, 




1 


5 


00 


75 


00 












8 




Lease, 


cy 


R, S. Morris, lease :;; 1, 


5 


00 




















4 




Lease, 


1 


W. C. Nevin, lease:t5, 


10 


00 
























Machine, 


IN.F., it 120142, 










70 


00 












5 




Mdse., 
Lease, 


li 


Petty Sales, per drawer. 
Oak Ames, lease ji 2, 


5 


00 


18 


50 
















8 




Lease, 
Mdse., 
Machine, 


ck 
cy 


E. W. Tilden, lease }{ 8, 
Petty Sales, per drawer, 
IN. £.,#123213, 

1 « 8, 75.00, ft 121218, and Attchts., 6.00, 
Jo m Pearson, lease ft 6, 

F. L. Muncie, lease ft 4, 


5 


00 


10 


00 


75 


00 




1 

! 








12 




Mdse., 






5 


00 


75 


00 
















Lease, 


ck 


5 


00 




















13 




Lease, 


cy 


5 


00 






























85 


00 


42 


50 


295 


00 


600 


00 












Lease, 




Total collections, per L. R., 




= 




— 




•==• 


35 


00 










Mdse., 




" sales for mo., 














42 


50 










Machine, 




(< II (« i< 






/ 








295 


00 













— 














— ■ 


1872 

1 


50 

















Lease Book abstract for cash receipts; that that part of sales abstract referring to sales on lease account 
will check with the total Lease Book abstract, and also with lease account in the trial balance. 

In addition to the schedules above enumerated, a schedule showing inventories of all machines by 
plate numbers, and all parts and findings, should be rendered. 

Posting the Books. — The books should be posted at the end of each date in the memoranda. 
The special colums of the Journal and Cash Book should be footed and posted at the end of each 
month. Before posting the footings of the Journal check the debits of Lease acct. with the footings 
of the Lease Book to determine if any omissions have been made. Also test the debit entries to Old 
Machine acct. with the total of the Old Mach. column in the Lease Book. Before posting the special 
columns of the Cash Book check the footings of the Lease collections in the Cash Book with the Cash 
column in the Lease Book. Give each account one-fourth of a page space in the Ledger. Do not post 
the Cash acct. to the Ledger as the Cash Book is a ledger account m Itself. 



MEMORANDA OF TRANSACTIONS FOR SEPTEMBER. 

SEPTEMBER 1, 189-. 

The Jenkins Machine Co., of Bridgeport, Conn., with main office at 713 Broadway, New York, 
opens a State Agency at Kichmond, Va., for the sale of the Jenkins Sewing Machines in the States of 
Virginia and North Carolina. ** Student" represents the company, as manager, at a yearly salary of 
1500.00. Goods are billed from the New York office as follows : *'The Jenkins Machine Co., Rich- 
mond Office, Bo't of the Jenkins Machine Co.," and on their books " Eichmond Office " is the same as 
"Shipment" account, or "Adventure" account, and simply represents Merchandise out of warehouse. 
Machines, parts, and findings are invoiced at list or retail prices, and a discount of 45^ is made from 
the total of each invoice to the Richmond office. It is expected that the manager will be able to pay 
the expenses of the office out of the 45^ discount, and perhaps make a favorable showing in net gains. 

A commission of 25^ is allowed by the manager to all his sub-agents. A discount of 25<^ is made 
from the list price of goods invoiced to branch offices. All moneys advanced are charged up in open 
account, and the account is credited for all returns. 

Drew a sight draft on New York office for 600.00, and deposited proceeds in First Nat. Bank, 
Richmond; collection, 60^. (Enter in Cash Book and on stub of Check Book,) 

The proper form of sigDature to be left with the Cashier of bank is as follows: '* The Jenkins Machine Co. — Student, 
Manager/' and all checks should be signed in that form. Another form would be to open the account simply, " Student, 
Manager " But should you open the account "The Jenkins Machine Co." and deposit to their credit, you could not 
check out a dollar except upon a written power of attorney from the Company. 
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CASH BOOK. 

( Payments as per reports to New York,) 



DATE. 


• 

3 
15 


1880. 

Aug. 


1 
8 
5 
7 
9 

13 
18 





LBD6ER ACCT. 



Wilmington Office, 

Ezi)ense, 

Freight and Ctge., 

Labor, 

Expense, 

Advertising, 

Freight, 

Commission, 

Labor, 

Advertising, 



Advertising, 

Labor, 

Freight and Ctge., 

Expense, 



Balanee, 



Q 
e 



Ok 
cy 
ck 
cy 
c; 

ck 



I 



ck 
cy 
cy 



EXPLANATORY. 



Advanced, 

Pens, 25 f; Ink, 50^; Broom, 60^, 

Freight bills. 

Pay roll for week, 

Daily papers. 

Display ad. in Enquirer, 

On Wagons, 

Paid bskl. on Commission, 

L. L. Sprague, less, 

Pay roll for week. 

Bill Blk. Leases, 



Total for mo.. 
Per pay rolls, total, 
Total for mo., 



86.25 
10.54 



n 



(< f < 



Ami. on hand, 
** in bank, 



(Currency, 
i Checks, 
(Drafto, 



18.11 

U9.M 

87.60 

W5.5S 



ADVER- 
TISING. 


I«A1IOR. 


CTGE. 

AND 

FRGT. 


EXP. 


8 

8 
12 


50 

60 
00 


60 
60 


00 

00 
00 


12 
10 


10 
75 

85 


1 
1 


85 

50 

85 


120 


22 


2 



QEN'li. 



50 



25 



75 

12 

120 

22 

2 



00 



238 

11S9 



1872 



71 



71 
00 
00 
85 
85 

41 
09 

50 



MEMORANDA OF TRANSACTIONS FOR SEPTEMBER (Continued). 

The following invoice for machines has been received, dated Aug. 20, 189-, and ^/l signed by the 
agent of the Old Dominion Line of Steamers. Invoice checked ofE and 0. K'd as follows: 20 New 
Family Machines, @ 75.00, numbered as follows: 6113, 6114, 6115, 6118, 6119, 6120, 6121, 6122, 
6175, 6184, 6185, 6191, 6192, 6193, 6194, 7101, 7102, 7103, 6186, 6187; 10 JSTo. 8 Machines, @ 70.00, 
numbered as follows: 5114, 5115, 5116, 5110, 5112, 5111, 5128, 5130, 5142, 5141; 20 ManTg 
Machines, @ 85.00, numbered as follows: 3519, 3517, 3542, 4620, 4114, 4517, 4750, 5620, 5114, 5176, 
5182, 5183, 5191, 5196, 5198, 8110, 8119, 8174, 8147, 8176. Less 45^ discount. {Better in Journal. 
Credit New York office for amount [no detail] for Machine acct. — Invoice No. i, Aug. 20 , 189-, and 
extend amount in* General column.) 

Id business the above would be entered also in the Stock Book, but the student will not be required to keep a Stock 
book in working out this set. 

The following invoice dated Aug. 20, 189-, is 0. K.'d. Goods received via. Old Dominion Line, 
from New York office: 10 doz. Goodrich Tuckers, 18.00; 10 doz. Johnson'Eufflers, 18.00; 5 doz. Hem- 
mers, 15.00; 10 doz. bottles Machine Oil, 75^; 25 doz. Clark's Assorted Thread, 30^; 10 doz. Machine 
Twist, 2.00; 50 doz. Needles, assorted, 50^. Discount, 45^. {Journal — Mdse. acct. to New York office.) 

Bought for cash for use of office, of the Richmond Furniture Co. : 1 Desk, 35.00; 1 Standing Desk, 

40.00; 1 Table, 6.00; 1 Revolving Chair, 4.50; 6 Cane-seat Chairs, 1.50 each; 1 Thread Case, 5.00; 1 

Sales Counter, 25 ft. long, 60.00; 1 8-foot Show Case, 16.00; 1 Office Carpet, 22 yds. Ingrain, 3 ply, 

1.00 per yard. Gave check for the amount of bill. {Ck. Book, Cash Book; Furniture acct.. General 

column.) 

SEPTEMBER 2, 189-. 

Received from New York office for use of counting room, per Express prepaid: 1 Journal, 8 qr., 
4.00; 1 Ledger, 8 qr., 3.50; 1 Stock Book, printed col., 12.00; 1 Lease Record, printed col., 15.00; 1 
Machine Trial Book, 9.00; 1 Agency Book, 8.00; 1000 Blank Leases, 3.75; 1 M. Envelopes, 2.00; 1 M. 
Letter Heads, 2.50. Charges prepaid, 1.25, and included in invoice. {Journal, Eocpense, to N. Y. Office.) 

Received per Old Dominion Line the following as per invoice, dated at New York office, Aug. 25, 
189-: 10 Sewing Machine Wagons, 125.00 each, net, numbered on side, 38, 39, 40, 41, 42, 43, 44, 45, 
46, 47. {Journal, Horse and Wagon acct.) 

SEPTEMBER 3, 189-. 

Received from New York office the company's check, #1378, on Eleventh Nat. Bank, for 1500.00, 
payable to "Student," Manager. Deposited same in bank. {C. B. and Check Book.) 

Drew from bank for change in sales drawer, 25.00. {Enter in Check Book only.) 
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MEMORANDA OF TRANSACTIONS FOR SEPTEMBER (Continued). 

Bought for cash, per check, of Bennington & Hathaway, 1 Chestnut Horse, 4 yrs. old, 200.00; 
1 brown Horse, 6 yrs. old, 300.00; 1 brown Horse, 6 yrs. old, 250.00; 1 Bay Team, 5 years old, 800.00; 
1 Dray Horse, 8 yrs. old, 160.00. (C. 5., Horse and Wagon acct,; and Ck, Bh.) 

SEPTEMBER 4. 189-. 

Bought for cash of Burch, Nixon & Co., and gave check for same: i doz. Whips, 9.00 per doz. ; 
•J doz. Horse Blankets, 2.26 each; \ doz. Buffalo Robes, 8.00 each. {Ck. Book; C. B,^ Horse and 
Wagon acct.) 

Engaged the following employees for city office: Jas. D. Hill, book-keeper, 66.00 per month; Miss 
Lizzie Brown, saleswoman, 16.00 per week; John Sweet, machinist, 18.00 per week; Mary Joice, 
instructor, 9.00 per week; H. W. Evans, E. G. Ninon and E. L. Williams, canvassers, at 12.00 per 
week. ( Memorandum only, ) 

The following machines have been placed on trial: 1 New Family, 6113, 76.00, Mrs. W. C. Barnes, 

316 Hanover St., per E. L. Williams; 1 New Family, 6116, 75.00, Jane Spaulding, at 713 Gage Ave., 

per Evans; 1 No. 8, 5141, 70.00, Mrs. Minnie Punnett, at 38 iNorth St., per Ninon. {Enter in Trial 

Book only. See illustration, page 177.) 

The purpose of this book is to keep track of machines outstanding and unsold. Agents are never allowed to take 
out a machine until it is entered in this book. 

Engaged J. B. Colton & Co., of Wilmington, N. C, to sell the Jenkins Sewing Machine in that 

city, under the following terms: All goods to be sold direct on acct. at a discount of 33^^ on machines, 

and 26j^ on parts and findings. Goods are to be forwarded from the New York office, and all freight 

and expressage are to be paid by J. R. Colton & Co. Beceived from them the following order: 60 N. F. 

Machines, 76.00, discount, 33^^; 5 No. 8 Machines, 70.00, discount, 33^^; 5 doz. Johnson Rufflers, 

18.00; 6 doz. Goodrich Tuckers, 18.00; 6 doz. Hemmers, 16.00; 26 doz. Needles, 60^; 10 doz. Machine 

Oil, 75^; 25 doz. Clark's Thread, 30^; 10 doz. Mach. Twist, 2.00; discount on the mdse., 25^. 

Received their #198 check on Merchants Nat. Bank, Wilmington, for amount. Ordered same to be 

forwarded from New York office. {Enter in Order Book and mark paid. Enter in 0. B., ^* Machine 

acct. — Sale J. R. Colton S Co., 0. B. No. ^," and extend amount of machines sold in Mach. column. 

On the next line enter ^^Mdse. — Sale of J. R. Colton & Co., 0. B. No. 2,*^ and extend amount of Mdse. 

sold in Mdse columii. ) 

The Order Book in this set is but little used and is treated as an auxiliary book. Use an ordinary blank book for an 
Order Book. 

Deposited J. R Coltoi^ & Co.'s check. {Ck. Book only.) 

SEPTEMBER 5, 189- 

Received cash of Mrs. Emma Hines for the following: 1 No. 8 Machine, 6114, 70.00 ; Ruffler, 
1.60; Tucker, 1.60; Hemmer, 1.26. Allowed a cash discount of 16^, {Enier the net amounts in 
proper columyis of Cash Book.) {Compute the discount on the mdse. and machine separately.) 

The following sales on Lease acct. have been closed up: By E. L. Williams, to Mrs. W. C. Barnes, 
316 Hanover St., 1 New Family, 6113, 76.00, cash down, 10.00; terms, 6.00 per week until paid. By 
E. G. Ninon, to Mrs. Minnie Punnett, 38 North St., 1 No. 8 Machine, 5141, 70.00; cash down, 10.00; 
terms, 6.00 per week. {Numier the leases 1 and 2, and enter in Lease Book [ see illustration of Lease 
Book, page 176]. Enter next in Journal, ^' Lease acct. To Machine acct.,'^ as per illustration. Journal 
page 178. Enter cash on debit side of C. B. ^^ Lease acct. — Mrs. W. C. Barnes, Lease i," and enter 
in Lease column. See illustration, C. B. page 180.) 

In the Balance column of Lease Book, lease 1 should be entered 85,00, and lease 2, 60.00. 

The Lease Book used in connection with this set provides no columns for the settlements of canvassers' or agents' 
commission, as the memoranda following is confined to the hire of agents at a fixed salary. In most state agendes, 
however, labor and services are based upon the commission plan, conditioned that the agent or canvasser shall be paid a 
certain per cent, on sales, and that this per cent, shall be appropriated only upon the amount collected; for should a 
machine be reverted no commission would be allowed upon the balance of the lease remaining unpaid. Based upon this 
plan no account is kept with the agent except in the Lease Book, and that in a special division at the extreme right, headed 
Agents' Comm., and divided into two columns headed " Total Comm." and " Ck)mm. Paid." 

Cash sales for the day, per P. 0. B., 36.19. {C. B., Mdse. acct.) 
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MEMORANDA OF TRANSACTIONS FOR SEPTEMBER (Continued). 

SEPTEMBER 6, 189-. 

Established an agency at Harpers Ferry with Geo. C. Emmons, for the sale of our machines, as 

follows: As per articles of agreement all machines are to be consigned to Geo. G. Emmons, and a com« 

mission of 26fi allowed him on all sales as soon as made. Account sales are to be rendered each months 

and all leases or notes taken by him in payment of sales are to be remitted with report. The Company 

is to furnish him free the use of horse and wagon, and all advertising and blank leases. But all freight 

and running expenses are to be paid by him. All parts and findings are to be sold ( not consigned ) at 

a discount from list prices of 26j<. Shipped him per M. D.: 6 New Family Machines, 76.00, 6186, 

6187, 7101, 7102, 7103; 5 No. 8 Machines, 70.00, 5115, 5116, 6110, 6112, 5111; 2 Manfg. Machines, 

85.00, 3519, 351'5'. Machines marked, G, C. Fmmons, Agt. {Enter in Order Booh and in Agency 

Book. See iUustrahofiy page 177,) 

In a regular Commission business the above would be charged to ** Shipment acct." in the Journal, and entered In 
the auxiliary book. But in agencies of this kind, where agents are bonded and represent the Company direct to the con- 
sumer, no entry is made in the main books imtil the goods are sold. The Agency Book shows madiines out of store, and 
Uie Commission acct. with the agent 

Shipped per M. D., to G. C. Emmons, Agt., as per contract, 1 Brown Horse, "Ned**; I Wagon, 
No. 47; 1 blanket and robe. {Memorandum only.) 

Sold G. C. Emmons, and shipped per Adams Express: 1 doz. Bufflers, 1.50 each; 1 doz. Tuckers, 

1.50 each; 1 doz. Hemmers, 1.25 each; 1 doz. Machine Oil, 75^ per doz.; 10 doz. Needles, 60 jJ per doz.; 

6 doz. Clark's Thread, 30^ per doz. {Journal: *^Com. acct. To Mdse.'* for amount of the invoice, 

Nexty charge Emmons in his Commission acct. in Agency Book. See illustration^ page 177.) 

As the agent is to pay his own expenses, all threads, oils, etc., are sold and not consigned. Should Emmons be 
credited with his commission on sales in the Main Ledger, then the above sale in the Journal would be "G. C. Enunons 
To Mdse." But as his commission acct. is kept in the Agency Book as a memorandum acct the sale is treated as a pay- 
ment on ComnL acct, which in fact it is — simply an advance on commission. This form of keeping Agency accounts 
simplifies the work and saves much labor 

SEPTEMBER 8, 189- 

Eeceived invoice and ^/l fro^i New York, for the machines and Mdse. ordered to be shipped J. 

B. Golton & Co., on the 4th inst., as follows: 50 N. F. Machines, 2110 to 2159 inclusive, 75.00; 5 No* 

8 Machines, 8981, 8946, 8723, 8417, 8649, 70.00. Discount, 45jf. {Journal: ^'Machine acct. To New 

York office.^* Bill Rufflers, etc., , less 4S^. Journal, Mdse. acct.) 

Duplicate inyolces giving plate numbers would be rendered J. R Colton & Go. Sometimes memorandum invoices 
are forwarded from the New York office, in which case your invoice from New York would be endorsed^ ** Memorandum 
To J. R. C. & Co." The above was paid for and entered on the 4th inst. (Seepage 182.) 

SEPTEMBER 10, 189-. 

Established a branch office at Baleigh, N. 0., with James G. Cornell as agent at a weekly salary of 
20.00. Leased salesroom at No. 13 Lafayette St., at 25.00 per month. 

Invoice, dated Aug. 2, 189-, just received, for machines and merchandise shipped direct to Baleigh 
office via. Old Dominion Line and Norfolk and Baleigh B. R, as follows: 10 N. F. Machines, 75.00, 
7141, 7142, 7143, 8115, 8116, 8185, 8190, 8191, 8162, 8163; 10 No. 8 Machines, 70.00, 9147, 9148, 
9149, 9160, 9161, 9162, 9166, 9163, 9164, 9165; discount, 45^. Bendered invoice and made discount, 
25^, to Baleigh office. {Journal: *^ Baleigh Office To Mach. acct.*^; *^Mach. acct. To New York Office.^^ ) 

Shipped per Express from office: 1 doz. Tuckers, 1.50 each; 1 doz. Buffiers, 1.50 each; 1 doz. 
Hemmers, 1.25 each; 1 doz. Oil, 75 j5; 5 doz. Needles, 50^; 5 doz. Clark's Thread, 30j2J; 1 doz. 
Machine Twist, 2.00, to Baleigh office, less 25^ discount. {Journal: ^'Raleigh To Mdse.^^) 

The machine left on trial with Mrs. Jane Spauldmg, 713 Gage Ave., by Evans, has been returned, 
the canvasser being unable to effect a sale. {Trial Book — write ^'Refd Sept. 10.") 

Checked out for office use, cash, 100.00. {Stulf Ck. Book.) 

Made the following sales on lease, in office: Mrs. Estelle Monroe, 125 E. 17th St., 1 N. F. 
Machine, 6184, 75. 00; attacliments, 5. 00. Beceived in payment on first payment, 1 old Windsor Machine, 
15.00; cash, 10.00; balance at 10 per week until paid. Mrs. H. D. Harper, over 1280 Main St., 1 New 
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MEMORANDA OF TRANSACTIONS FOR SEPTEMBER (Continued). 

Fam. Machine, 6175, 75.00, and attachments, 5.00. Cash down, 10.00; balance, 5.00 per week. 
{Bnter in Journal, Lease acct., 160.00; To Mach. acct,, 150.00, and Mdse., 10.00; then in Journal enter 
Old Mach. acct. To Lease accL, 15,00, and cash in Cash Booh; on debit side enter '^ Lease acct." and give 
name, and number of lease, as per instructions, page 182, Record in Lease Book, and number 3 and 4- ) 
Ordinarily such an entry would be made as follows: Old Mach. acct., 15.00; Lease acct., 145.00; To Mach. acct., 
150.00; Mdse., 10.00, but to avoid any legal complications, the old machine is not treated as a trade but as a payment for 
the rent of the machine. By entering the gross amount to Lease acct. it also shows the amount of sales on lease for the 
year. 

Paid cash for pens, 50^; ink, 80jJ; brooms, 1 doz., 2.00; laundry bill for office, 1.20. 
Sales per week, in cash, per P. 0. B., 120.85, for Mdse. 

SEPTEMBER 15, 189-. 

A report from G. 0. Emmons, agent at Harpers Ferry, shows the following sales and remittances: 
Lease, to Mrs. Mary Smith, 1 N. F. Machine, 6186, 75.00; first payment, 10.00, 5.00 per week. Lease, to 
M. W. Woodward, 1 N. P. Machine, 6187. 75.00; cash, 10.00, 5.00 per week. Lease, to Emma Swartz, 1 
if. F. Machine, 7101, 75.00; cash, 10.00; per week, 5.00. A. G. Booth, 1 No. 8 Machine, 6115, 70.00; 
cash, 10.00; 6.00 per week. S. F. Youngs, 1 No. 8 Machine, 5116, 70.00; first payment, 1 Old Howe 
Machine, 16.00; cash, 5.00; per week, 5.00. All dated Sept. 12. Total leases received, 365.00. Cash 
on leases, per draft on New York, 45.00. Old machine, subject to our order, 15.00. {Enter leases in 
Journal: Lease acct. To Mach. acct,, 365,00; Old Mach. acct. To Lease acct,, 15,00. Efiter cash in 
detail to Lease acct. in Cash Book, then record leases, properly numbered, 5 to 9, in Lease Book. Turn 
to Agency Book and copy report into consignment acct. of O. C, Emmnns. See illustration Consignment 
acct, in Agency Book, page 177. In the Commission column of Emmon^s consignment acct. credit him 
with the 25^ due on each sale.) 

Gave G. C. Emmons a check for the amount of commission, 91.25, less the amount advanced him 
in merchandise. {C. B., Commission acct., *^Faid 0. C. Emmons balance due on commission.^*) 

SEPTEMBER 16. 189-. 

Beceived the following report and remittance from Baleigh office: Sales, for cash, 1 N. F. Machine, 

7141, 75.00, 10^ 67.50; 1 No. 8 Machine, 9157, 70.00, 10^ 63.00; 2 Tuckers, 3.00; 2 Bafflers, 3.00; 2 

Hemmers, 2.50; Thread, 1.00; total cash sales, 140.00. On lease: L. M. Boone, Sept. 11, lease, 80.00, 1 

N. F. Machine, 7142, and attachments, 10.00 cash and 5.00 per wk. Mary J. Loomis, Sept. 12, lease, 

80.00, 1 N. P. Machine, 7143, and attachments, 10.00 cash down and 5.00 per wk. Henry W. Hill, 

Sept. 14, lease, 75.00, 1 No. 8 Machine, 9148, and attachments, 10.00 cash, 5.00 per wk. Mrs. Clara 

Easterly, Sept. 12, lease, 80.00, 1 N, P. Machine, 7115, and attachments; first payment, 1 Wheeler & 

Wilson Machine, 20.00, and 5.00 per week. Total sales: Cash sales, 140.00; lease sales, 315.00; total, 

455.00. Collections on leases, first payments, old machines, 20.00; cash, 30.00; total, 50.00. N. Y. 

draft enclosed for 170.00. {Journal: Lease acct. To Raleigh Office, 315.00. C. B.: Credit Raleigh 

Office, on acct., IJfi.OO for cash sales. C. B,: For the 30.00 collection on Lease acct., credit each person 

in the Lease Book for the amount he paid. Journal : Old Mach. acct. To Lease acct. for the old W, £ 

W. machine. Number each lease conescutively, and enter in detail in the Lease Book. See illustration 

of each book, and the similar entry, before making the record.) 

The above is simply an account and remittance of certain sales made, and not a full report of sales and expenses of 
the Raleigh office. Such a rei)ort will be rendered when called for, and will appear at the end of the present month. 

SEPTEMBER 18. 189-. 

Placed machines on trial as follows: Mrs. Gertrude Cummins, 87 Eleventh St., 1 N. P. Machine, 
6194, and attachments, 5.00 — 80.00; placed by Ninon, canvasser. Mrs. Edward Brunis, 89 Oak St., 
1 N. P. Machine, 6114, and attachments, 6.00 — 80.00; by Evans, canvasser. Mrs. Eugenie Eosamond, 
1829 Baltimore Place, 1 No. 8 Machine, 5142, and attachments, 75.00; by Williams. Mrs. Maud 
Manwell, 146 Genung Ave., 1 N. P. Machine, 6118, and attachments, 80.00; by Ninon. Mrs. Paul 
Winder, 86 Church St., 1 N. P. Machine, 6185, 75.00; by Evans. {Enter in Trial Book only.) 
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MEMORANDA OF TRANSACTIONS FOR SEPTEMBER (Continued). 

SEPTEMBER 20, 189-. 
Sold for cash, 1 K F, Machine, 6119, 60,00, net. 
Paid cash for postage, 5.00; laundry, 1.50; pins, 10^; soap, 25^. (Bxpense.) 

SEPTEMBER 22. 189-, 

The following cash collections have been made: City, W. C. Barnes, lease No. 1, 5.00; M. Pun- 
nett, lease No. 2, 6.00; E. Monroe, lease No. 3, 6.00; H. D. Harper, lease No. 4, 5.00; M. H. Wood- 
ward, lease No. 6, 5.00; Emma Swartz, lease No. 7, 6.00; A. G. Booth, lease No. 8, 5.00; S. F. Young, 
lease No. 9, 5,00. {Detail in C, B., Lease accLy in special column. Credit in Lease Book each pay- 
nient, and carry balance due into Balance column. ) 

Sold J. E. Colton & Co., on their note at 90 das., 10 Man'fg. Machines, 85.00, less 33^^ discount, 
5182, 5183, 5191, 5196, 5198, 8110, 8119, 8174, 8147, 8176. {B. B., Journal: B. Rec. To Mach. acct.) 

Remitted Ealeigh office 50.00 on acct., per check. 

Deposited the checks and drafts received on the 15th and 16th inst. 

SEPTEMBER 25. 189-. 

Received the following cash collections on lease account from Raleigh office: L. M. Boone, lease 

No. 10, 6.00; M. J. Loomis, lease No. 11, 5.00; H. W. Hill, lease No. 12, 5.00; C. Easterly, lease No. 

13, 5.00. {G. B. and L. B.) 

When the sales on leases 10 to 13 were reported from Raleigh office, the leases duly signed were sent you and cred- 
ited to Raleigh office. But collections are made through Raleigh office. Be careful not to credit Raleigh office in&tead 
of Lease acct. for collections. 

Remitted James C. Cornell, agent at Raleigh office, check for 4 weeks' services, at 20.00 per week. 
{C. B. and Ok. Book — Acct. Raleigh office.) 

SEPTEMBER 26. 189-. 
Sent the note of J. R. Colton & Co. to New York office, on acct. 

SEPTEMBER 30, 189-. 

Received report from Raleigh office for sales, cash receipts and disbursements, and inventory of 
machines and merchandise on hand, as follows: Sales, 1 N. F. Machine, 8116, and attachments, net 
cash, 72.00; 1 No. 8 Machine, 9165, and attachments, net cash, 64.00; total cash sales, 136.00, per N. 
Y. draft. Sale, to local agent at Salisbury, N. C, 5 N. F. Machines, 8185, 8190, 8191, 8162, 8163, at 
75.00, less 20^ on 90 das.' note of agent, James Madison, endorsed by J. R. Fellows and E. M. Greene, 
300.00. Total remitted, 436.00. {Journal and C. B.—Acct. Raleigh office. B. B.) 

Memoranda. — Expenses. Paid office rent, J month, 18.75; horse care, J mo., 11.26; coal for office, 
1 ton, 6.00; paid postage, 1.00; paid cleaning office for month, 1.50. {File expense report. No entry.) 

Inventory.— Machines on hand, 7 No. 8's, 9162, 9161, 9149, 9160, 9164, 9163, 9165, 70.00, less 
46<^. Mdse. on hand: J doz. Tuckers, 18.00; i doz. Rufflers, 18.00; i doz. Hemmers, 15.00; ^ doz. 
Oil, 75^; 4 doz. Needles, 50^; 4 doz. Thread, 30^; J doz. Silk, 2.00. Total net value of machines, 
269.50; total net value merchandise, 22.08. Net value of invoice, 291.58. 

After posting the acct. of Raleigh office credit the acct.. in red ink, with the Inventory. 291.58. and close, by red 
ink. Ledger entry. The net gain or loss to Loss and Gain acct,. and bring down the balance under the account, 291.58, 
which is a resource. The acct. with Raleigh office is kept like Mdse. acct. or Shipment acct.. and shows a net loss or net 
gain as such. The shortage on inventory of merchandise is accounted for by some having been used out, such as broken 
needles, and thread, silk and oil having been used in salesroom. 

Paid James Windham, truckman, for freight bills for the month, 52.80; drayage on freight to office, 
4.25. Gave check for same. {C. B. — Freight and Cartage.) 

Paid bill for horse feed, to date, 60.00. 

Paid the following bills now due, in cash, as follows: Richmond Enquirer, display ad., 8.00; W 
6. Hunt, 2 tons coal, 12.00; gas bill for month, 6.00. {C. B. — Expense, 18.00; advertising, 8.00.) 



186 THEORETICAL AND PEACTICAL BOOK-KEEPING. 

MEMORANDA OF TRANSACTIONS FOR SEPTEMBER (Continned). 

Paid oft employees to date, as per pay roll, 407.76, in cash. Paid manager's salary for month, per 
check. Paid for rent of oflBce and basement, for one month, in cash, 100.00. {U. B. and Ck, Book — 
Labor acct and Expenae accL) 

Foot, rule, and balance the Cash Book, and post the entries for the month. The cash in safe is 
36.05, and in bank, 2727.34. 

You will next take a trial balance, make balance sheet and close the Ledger. Following are the 
inventories: 

IN STORE AS PER STOCK BOOK. 

. 13 New Family Machines, 536.25 

6 No. 8 Machines, .-. 231.00 

10 Manufacturing Machines, 467.50 

1234.75 
Mdse., .\ 48.25 

Total, - 1283.00 

AT RALEIGH OFFICE AS PER AGENCY BOOK. 

7 No. 8 Machines, 269.50 

Mdse., 22.08 

Total, 291.58 

The other inventories are as follows: Horses and Wagons, 3000.00. Furniture and Fixtures, 175.00. 

The NET GAiis^ is 242.52. 

In business the book-keeper would be required to maKe reports to the New York oflSce, ac follows: 
An abstract of all sales by plate number, and for what sold; an abstract of all Cash receiyed and paid 
out; of all lease obligations; the inventory of machines on hand and of Mdse. on hand, and finally the 
Balance Sheet. 

QUESTIONS. 

What is the design of this set ? What is a sale on the ^' lease-installment plan ? '' When a sale is 
made on the lease plan what document is made out instead of a bill of sale ? Describe this document ? 
What are State agencies ? What are the main books used in this set called ? What are the auxiliary 
books called ? Describe the Lease Book and explain its use. Describe the Stock Book and explain its 
use. What is a plate number and for what is it used ? What use is made of the Agency Book ? De- 
scribe the Trial Book and explain its use. What form of Journal is used in this set ? What form of 
Gash Book is used in this set ? What kind of reports are managers of State agencies required to make 
to the main office? Beview the instructions and explanations given in connection with the memoranda 
of transactions. 
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' The business here represented is that of manufacturing for the Jobbing Trade. " The set of books 
illustrated on pages 188 to 197, represents the record of a year's work and forms the basis of the mem- 
oranda which follows. 

Main Books. — ' The Main Books are Journal, Shipping-Sales Book, Invoice Book, Cash Book, 
General Ledger, Sales Ledger, and Purchase Ledger. 

Auxiliary Books. — * The Auxiliary Books are Stock Book, Order Book, Calculation Book, Pay 
Boll Book, Inventory Book, and Statement Book. Other auxiliary books may be used, such as Expense 
Book, Daily Qash Balance Book, Bill Book, and Accounts Payable Book. 

Special to this Set. — *The books special to this set are, of the main books, Shipping-Sales 
Book and General Ledger; 'of the auxiliary books. Order Book, Calculation Book, Stock Book and 
Pay Roll Book. 

The auxiliary books are explained first, as they more particularly represent the details and scope 
of the business, the main books being statistical. 

Tlie Calculation Book. — ^In any large manufacturing business, the Calculation Book is the 
Superintendent's encyclopedia, as in it is found the whole science of his particular business as regards 
cost of production and of placing on the market goods manufactured. ' Early in the year samples are 
wanted by Jobbers, and the superintendent, knowing that values are constantly changing, must " count 
the cost " and consider profits before sending out quotations. • To do this, he must first consider the 
cost of the raw material; second, the cost of direct labor in producing the goods; third, the running 
manufacturing expenses, and fourth, the cost of placing the goods in the market. "The first and 
second are readily determined by the regular cash standard price of each, but " the third and fourth vary 
according to the volume of the business, which, when increased, will show a smaller per cent, on the cost. 

To fully understand this work, turn to the illustrated set and examine carefully the Calculation 
Book on page 188. " In this book the. superintendent makes an estimate of the cost of getting out the 
samples for the season. The estimated cost of a Man's Outseam Glove, which, for convenience in 
recording and selling, is known as No. 625, is here illustrated. He finds by quoted prices that the new 
material for one dozen will cost 3.65. The labor as contracted for, such as Cutting, Making, Hem- 
ming, and Silking, 2.52. " He next turns to the statistics as shown in the Mdse. account for the previous 
year's business {see illustrated Mdse. account ^ page 196) and adds to this the price per dozen for 
Freight and Cartage, which is 15^. " This is found by dividing the total cost of Freight and Cartage 
for the previous year, as shown in the Mdse. account, which is 1685.85, by the number of dozens 
made during that year, also in the Mdse. account, which is 11219 dozens. This gives in round 
numbers a cost of 15^ per dozen. In the same way are found the cost of Bands, Boxes, and Cases, 
16^; Silk and Thread, 18^; Buttons and Fasteners, 5^; Salaries, 34^; Manufacturing Expenses, 15^; 
Traveling Expenses, 29^; total, 7.42. Now he adds to this 20^ for profit, 1.48; interest on the 7.42 
for ^ an average of 8 months, 30^. Thus far the total cost is 9.20. To this is added the trade 
discount of 6^, which is quoted to the trade, and which as a rule Jobbers anticipate; and lastly 2^ for 
losses. As the 6^ for discounts and the 2^ for losses are considered in connection with the selling price, 
it is evident that the 9.20 above totaled equals 92^ of the selling price, which is found by dividing 9.20 
by .92, and equals 10.00, the selling price for No. 625. 

" In the Commission business, and with agents and factors, the profit or loss is based upon the 
selling price. In the manufacturing business the proprietor calculates on the cost and not on the 
selling price. **In the above calculation the actual outlay or cost is 7.42. On this the manufacturer 
desires to make a clear profit of 20^; therefore, to this amount, 7.42, he adds the interest, trade 
discounts and a certain per cent, for losses. 

"Jobbers and retailers, however, calculate per cents, of profit on the selling price. "In paying 10.00 
for the above No. 625, the jobber or retailer may decide that to cover freight, commission or salary, 
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CALCULATION BOOK FOR 1890-91. No. 625. 

MEN'S OUTSEAM GLOVE. IMPORTED STOCK. UNLINED. 



Jf 67)10 : 

Quirks: 
6 rows Silk. 
2 Fasteners. 
Bound White. 



Stock Cuts: 
1 doz. Skins, 

Cost 11.56. 
1 doz. Skins, Cuts, 
3^ doz. prs., costs 3.65 
per doz. 



Kid Stock froni 
Yates & Co., Inv. # 1. 
N. Y. 



Stock, 



Cutting, 
Making, 
Silking, 



Labor, 

Freight and Cartage, 

Bands, Boxes and Cases, 

Silk and Thread, 

Buttons and Fasteners, 

Salaries — Book-keeper, Foreman, etc., 

Manfg. Expenses, 

Traveling Expenses, 

20% profit on cost, 
Interest 8 mos. on cost, 



i\% discount on Sales, 
2^ losses, 



it 



Selling Price, 



1.10 

1.00 

.46 


3 
2 


65 

56 
15 
16 
18 
05 
34 
14 
19 


\ 





1 


42 


1 


48 




30 


9 


20 




60 




20 


10 


00 







The above calculation is not for the year ending Aug., 1890, but compiled for the year beginning Sept., 1890, fradi 
the statistical information of the preceding year as shown by the Mdse. account, and which the superintendent is sup- 
posed to have compiled. {See 12, page 187,) 

In addition to the cost part of the calculation on No. 625, at the left of the first line are some valuable memoranaa. 
The first refers to the style of making the glove, while the second is a record of the actual number of dozens of gloi 
that were cut from 1 doz. skins bought from Yates & Co. at a cost of 11.56. 



COMPARATIVE COST OF No. 625. 



YEARS. 



1887 
1888 
1889 
1890 



.22 
.22 
.22 

.20 



o 

00 



.68 
.66 
.68 
.60 



.29 
.33 
.33 
.30 



s 



.25 
.25 
.22 
.20 






.16 
.16 
.14 
.15 



S 



.35 
.40 
.38 
.35 






A 



.05 
.05 
.05 
.05 






.20 
,19 
,19 
,19 



S 



.15 
.15 
.16 
.15 



M as H 



.15 
.16 
.17 
.15 



LABOR. 



CUTTING 



1.10 
1.10 
1.10 
1.10 



MAKING. 



.90 
1.00 
1.00 
1.00 



SILK'NO. 



.35 
.42 
.42 
.46 



RAW MA- 
TERIAL. 



5.00 
4.25 
4.50 
3.65 



SELLING 
PRICE. 



11 


25 


11 


00 


11 


25 


10 


00 



discounts, etc., he should make 33^;^ on sales. "This means that he adds 50^ to the purchase price 
and sells No. 625 for 15.00, and 33^^ on the sale of 15.00 is 5.00, the gross gain. 

The Order Book. — "The Order Book in this set is purely an auxiliary book, for reasons apparent 
**As orders are placed early in the year for the amount that a Jobber wants during the season, it will be 
seen that partial shipments will be made during the year. " Sometimes, too, duplic&te orders are sent 
in, and often new orders are placed for special samples and for job lots; and often a part, or the entire 
order is cancelled. " Samples of winter goods are wanted by jobbers early in the year, by which they 
make sales to their customers, and the balance of the goods they usually require to be shipped from June 
to September, as wanted. " In the early history of the manufacturing business in the Eastern States, 
goods were shipped from the factory about the first of Oct., and bills were rendered with terms ** Oct. 
1st, 6^ 10 days, 5^ 30 days, or 4 mos. net." '* On account of the want of storage room, and because a 
manufacturer was obliged to commence early in the year to manufacture his stock, the custom finally 
became established to ship forward on orders earlier than Oct 1st, but to make the date of the invoice 
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SHIPPING-SALES BOOK. 
NEW YORK, SEPT, 189- 



Cue 
Jt 27412. 



^ 



H. D. 

Case 
S 27*18- 



NAME AND ADDRESS. 



LmcoLN & Co., 

Cbicago, 

fi ITS Adams Bt. 

Oct. 1st, */„—»/„ 



Wellb, Humbrr & Co., 



BURNHAM «& Wood, 

Philadelphia. 

Oct. I, </u — y» 



Accounls Rec., 
To Mdse., 

Accts. Rec., 



DOZ.i PRICE. 



and terma the same on all Bhipmcnts. "At that time, the beginamgof the trade, it was an accom- 
modation to manufactnrers to be able to ship goods as manufactured on October sales. Therefore the 
goods were shipped and the bills "dated ahead," as it was called. "Since those early days, trade 
baa spread westward as the country bDcame settled, and, as a result, winter goods are wanted in dis- 
tant sections and different latitiidea much earlier than October. "And, although the goods are shi])i>ed 
from May to Septemher, and the accommodation is now to the Johhor, yet the bills are still " dated 
ahead " as explained above, notwithstanding that the goods are actually ordered to be delivered before 
October. 

"An Order Book then, in this set, as in any other set, must conform to the special wants of the 
trade. The one submitted on page, lOi is baaed upon labor-saving principles and will be fully explained 
in connection with the memoranda. 

The Pay Roll Book, "(see illustration, page 104), explains itself. " Its labor-saving features 
commend its nae, combining as it does a summary of the Time Book, Makers Book and Piece Book of 
the different depurtmenta, and aervea as a continuous Pay Roll throughout the year, 

" The Time Book shows the record of those wlio work by the day or mouth. " The Makers Book 
shows the nttmber of dozens made as well as the kinds and styles, and the Piece Book shows the goods 
.sent out of the factory. 

** The inside workings of even a complex manufacturing business may bo under perfect control if 
properly systematized, where without system all would be confusion. " The foreman of each depart- 
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CASH BOOK. 



CREDITS. 


SALES LED. 


GENERAL LEDGER. 




• 

68 

i 

69 

E 

7 
8 
U 
12 

7 


▲OOOUHT. 


BXPLAKATORT. 


ACCTg. REa 


B.IUBC. 


mLii. 


B.PAT. 


OBN. 
SRAL. 




JJJLTmim 


DI8GT. 


raroASH. 


llAIj, 


Sept. 


1 
5 

15 

ao 

28 

ao 


Balanoe, 
Colby & Green, 

MUl Acct.. 

Bills Rec. 

B1118 Rec., 

R1II8 Payable, 
Unooln & Co., 
Wells, Hunger A Co., 

Mill aoot., , 

Bills Payable, 
Lincoln & Co., 

AcctB. Rec., 
Bills Reo., 
Mill Acct., 
Bills Pay., 
Disct., Contra, 


Aug. brought down, 
Bal. Acct., 6 per ct.. 
Cooper & Co., sale, 
t 87, W. C. Bames, 
#96, Inman, L^ 
Dis. our # 75, 93 da., 
Inv., Sept., 5 per ct., 
Bal. Acct., 5 per ct.. 
Counter Sales, 
Our « 76, 88 da., 
Inv. of July 26, net, 

Total for mo., 
" per R B., 
'* sales, 
" notes Issued, 

On Accts. Pay., 


28 

12 
26 


78 

60 

86 

IS 


646 

23 
401 

212 


72 

60 
16 

00 


160 
600 


70 
00 

TO 


76 
17 


86 
60 


6009 
2000 


00 

00 
00 


1340 

660 

98 

8Q0O 

198 


60 
70 
85 
00 
89 


8660 
10263 


IT 

» 
1 




67 


law 


660 


93 


8000 








- 








4ft 




18833 


M 























ment should not only.be required to see that the work is properly done, but he should also be held 
responsible for all leakage and shortage; and it should be seen that he turns over to the next depart- 
ment as many dozens, in kinds and styles, as were delivered to him. **At the end of each day's business 
he renders a report to the superintendent upon a blank, or ticket, ruled for that purpose, of the number 
of dozens received, the numoer of dozens completed, and the number of dozens turned over to the next 
department, and the number of dozens on hand not completed. " By these reports the superintend- 
ent can readily see just the condition of the stock since it left the cutting department, and can to a 
certainty anticipate the amount of finished dozens at fixed dates in the packing department. "At the 
end of the month, the foreman in each department must see that his pay roll in dozens, kinds and 
styles exactly tallies with the total of daily reports for goods reported as having been made. The 
superintendent tests each report with the monthly report, and verifies each and all by the goods 
received in the packing room. '* In this way a positive check against leakage and errors is secured. 

The Stock Ticket^ "illustrated on page 193, is required in keeping track of stock, and to know 
from day to day the exact stage or progress of the work. ** It is evident that the Cutting Department 
is the basis for the record of all the other departments. That is to say: If 500 dozens of any one style 
are cut, the same number of dozens must go through each and every department. If a less number of 
dozens are reported from any one department than were reported from the cutting department, either 
an error has occurred in the count or stock has disappeared. If a greater number, then an error has 
been made in the count. In either case a tracer is called for, and the proper record is reached. 

^^The Shipping-Sales Book^ as its name implies, combines the Shipping Book and Sales 
Book. **It is not only labor-saving, but, being the basis of the original entry it prevents the loss 
of sales by omission, as accounts are posted from it directly to the Sales Ledger, and the footings, 
are posted to the General Ledger, "Accounts Rec. To Mdse.," To appreciate this, turn to the shipment 
of Lincoln & Co. {see illustration, page 189) and carefully trace the record and extensions. ** Under the 
heading " Shipping Marks," there are entered the case number, | 27412, and the way the goods were 
shipped, by '* M. D.," and in addition, the buyer's department number, 3218, is stamped upon the case. 
Next are recorded the name and address of the purchaser, and the dozens, kind and price of goods 
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CASH BOOK. 



DBBIT^. 


PUKCH. TiEr 


), 


GENERAL LEDGER. 


MEMO.BANK<^ 




b; 






AOCTS. PAY. 










1 
1 






DATS. 


J 


ACOOURT. 


XZPIiANATORT. 


1 


MANPa. 
KXP. 


ULBOR. 


GSN- 
SBAU 


dbp'ts. 




DI8CT. 


VBTOASH. 


CHS m&m 


1890. 




























Bal. 






Sept. 


1 


^: 


Ezpenae, 
Labor, 


Per Exp. Book, 










15 


ao 










7568 


17 










11 


Paid Jno. Cooper, 
E. W. Booth, Sunt., on acct., 
Mary Winnie, advanced. 
Per Exp. Book, 
Inv.«l8,Nov.6,perck. #86, 














10 


00 
















6 


Salary aoct., 


















2500! 














i 


Labor, 














5 


00 


















^ 


Expenfle, 
Brown, Joioe k Co., 










12 


80 




















10 






512 


50 


















512 


60 






t. 


Memo.. 


Deposited, 






















560 


00 










Seavey k Bowman, 

Kxpenae, 
Meyers, F. W. 


Inv. 1 10, 2 per ot., ck. 1 86, 


6 


00 


245 


00 


















245 


00 




15 


TL 


Exp. Book, 










10 


70 




















1ft 


Inv. 1 160, 2 per ct., ck. 1 87, 
Inv.llSckT |88; 
On note i 75. 
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9614 


49 


















9814 


49 




20 


71 


Seavey ft Bowman, 
Int. and Dlsot., 


380 


186 


20 


















186 


20 






7 


















98001 














^ 


Memo., 


Dep. prooBeas 1 75, 
Exp. Book; Week, 




















■ 


6907 


00 








se 


V 


Expense, 










75 


80 






















Interest, 


Dis. on. note # 76, 


















1100! 














i 


Memo., 


Proceeds 1 76. 






















1989 


00 








26 


V 


Labor, 


Jno. Cooper,_# 89, 
Pay roll for T. B. 6, 
Bal. Due, 














15 


00 
















W 


n 


Labor Aoct, 
Salary Acct., 
Frelgnt k Cartage, 














8215 


60 


866 00 






8215 


50 






11 


Pd. Freight Bill, 
Private Aoct., 


















186 00 














2 


Dan'l Dunning, 


















152 60 














9 

1 


Traveling Bxp., 
Aocts. Pay., 


Kept. J. W. Jones, salesman. 
For mo.. 




^ 








W 




M 


175 


60 
00 




17 
L 








198 


10258 


114 


8245 


907 


16064 
Ba 


18473 
2480 


60 










10457 


08 


4ft 














8 


Offloe Expense, 


ti *t 


















114 


60 














10 


Labor Aoct., 


»» *« 


















8245 


60 














7 


Discount, 


Ctrntrot on Aocts. Bee., 


















67 


13 
31 












14881 






^:: 





Balance, 


Bank, »U80M 
Safe, lU7U8i 


— 


t 




^^ 




"^ 




;^ 


8962 


30 
61 












18838 





















ordered to be shipped, which information is obtained from the order of Lincoln & Co., in the Order 
Book. '*Af ter the goods have been selected and are ready to be packed in the case, as each dozen or the 
number of dozens of any one kind are placed in the case, the item is checked thus y/ in the column 
headed "Check" {see illustrated form). "When the goods are all packed and the ^x obtained, the 
invoice is rendered and copied; and when the two are enclosed and mailed, the amount, 483.00, is 
extended into the column headed " Bill Rendered," but never before. *^An extra column is provided 
for goods returned, in which the parties returning the goods are credited in account. *" In posting the 
footings of the sales for the month, the footing of the returned column is deducted and only the net 
sales are credited. 

^•The Cutters Stock Book illustrated on pages 192, 193, is a very important book in a manu- 
facturing business of whatever kind. It is called the Cutters Stock Book as the cutting department is 
the basis for all work to be done. *" Sometimes the record is made in a book and sometimes it is made 
on stock sheets ruled for the purpose. "As most goods are manufactured based upon orders or the 
probable sales for each season, it is important for the manufacturer to know not only the kind of goods 
to be made, but he should also know in just what months certain styles are to be shipped. " In this 
way he can run his stock low at the end of the year, for as styles are constantly changing, "dead stock" 
always depreciates in value. 

The Invoice Book. — "The Invoice Book, or Purchase Book, illustrated in this set is often used as 
one of the main books. " In it are entered all invoices and bills, though not necessarily in the date and 
order of their purchase, but in the order that goods are received and invoices "0. K.'d." "Where 
purchases are of frequent occurrence and the number of invoices aggregate many hundred during the 
year, the use of this book as a principal book would be impractical. ** But where purchases are infre- 
quent and usually in largo quantities, the Invoice Book is both convenient and labor-saving. 

"The Invoice Book is usually about 18 inches long by 12 inches wide, with upwards of 400 pages, 
and bound somewhat like a substantial scrap book, the leaves being of heavy uncalendered paper. 
"Usually two money columns are provided, one for Cash bills and one for Time bills. 
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CUTTERS STOCK BOOK FOR 

RECORD BY NUMBER. 







i 


HEAVY GOODS. 


FINE GOODS. 


DATE. 


NAME. 


• 

o 
6 










715 
100 


7J0 


708 
100 


705 
50 


6S5 
25 


GIO 
25 


605 
10 


600 
50 


415 


416 


4^5 


4S0 


4S5 
25 


440 
25 


451 


452 


July 


6 


Lincoln ifc Co., 


50 




5 


Wells, Munger & Co., 


15 


100 










100 


















50 




Aug. 


30 
10 
20 
28 


Burnham & Wood, 

{Footinga) 

Wood & Co., 
Green & Co., 
Moore <& Co., 


20 
41 
45 
50 


50 

250 


50 


50 






2X6 






50 


25 


50 


t 

50 


50 




50 




Sept 


10 
20 


Burnham & Co., 
Brown & Co., 


52 

58 


50 










100 
50 














100 
25 


25 














300 


50 


150 


50 


25 


275 


10 


50 


50 


25 


60 


50 


200 


50 100 


50 









The large figures in October, November, and December, 95, 50, 245, etc., respectively, indicate the total number of 
dozens placed for those months, up to the end of March. 



" When the invoice is ready for credit, it is pasted in the Invoice Book, care being taken not to 
extend the right-hand end of the invoice beyond the first rulings of the money columns. ** To properly 
do this it is often necessary to trim the edges of an invoice, for invoices from different business houses 
are not uniform in size. " In preparing an invoice to be pasted into the book, first apply the paste or 
mucilage and then let the invoice dry out. Then apply the brush a second time, and paste the invoice 
into the book. By observing these directions, a smooth, even surface will be secured, the reason being 
that the paper will shrink if pasted in at first. "As the Invoice Book is one of the main books, it is 
well to observe that "that which is worth doing at all is worth doing well." 

" When the Invoice Book is used as a principal book, accounts are credited in the Purchase Ledger 
direct from it, and "at the end of the month the footings are debited to Mdse., Silk and Thread, Boxes, 
etc., and the aggregate credited to Accounts Payable. {See illustration of Invoice Book, page 195.) 

Retrospective and Prospective. — "It can be determined by the thoughtful student, that in 
the analysis of Merchandise account, illustrated on page 196, that the raw material costs about 40^ of the 
total cost, and that therefore the remaining 60^ must represent the creative power of labor. " Further 
he will determine that labor and capital combine in producing manufactured products. *' The balance 
sheet of the main ledger is to the manufacturer both a retrospect and a prospect. Aside from the 
question, or fact, of losses and gains, it. serves another purpose. ""Retrospectively, it serves him as a 
compilation of statistics; "prospectively it serves as a basis upon which to calculate the cost of new 
products, and the amount of gains for the coming year, based upon an increased volume of business. 

The General Jjedger. — '*^The accounts of Freight and Cartage, Bands, Boxes and Cases, Silk 
and Thread, Buttons and Fasteners, Labor, Salary, Manufacturing Expense, and Traveling Expense, 
are separate and regular open ledger accounts during the fiscal year, but at the end of the year are 
closed into Merchandise account, a part of which they really are. 

"An auditor, or expert accountant, could audit the first four of these based upon the voucher 
system, by the bills of purchase on file; Labor and Salary accounts by the Pay Rolls; Manufacturing 
Expense by the Expense Book, and Traveling Expense by the reports of salesmen. 

^'Just what 13 a voucher is evidently a question of fact rather than a question of law, and yet it is really a question of 
law in certain cases. In a large manufacturing business small purchases are usually made and no bills rendered therefor. 
But the Expense Book should be kept by the superintendent, or buyer, in his own handwriting, and if so kept, so far as 
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THE YEAR 189-. 

RECORD BY MONTHS. 



OCTOBER. 




NOVEMBER. 



No. 


Doz. 


• 10 


10 


451 


10 


708 
4SB 


10 


10 


491 


B 


4»S 


f 




BO 




60 







DECEMBER. 



No. 



71B 
709 
70B 



71f 
710 
41» 



41< 
461 



• 10 
4S6 



71f 
• 10 



Doz. 



io 

16 



1 



f 

_6 
16 



US 



10 
10 



6 

B 



245 



JANUARY. 


FEBRUARY. 


MAH 


No. 


Doz. 


No. 


Doz. 


No. 


in 


IB 

it 

60 


• 10 

• 00 

1 


11 


11? 

710 
416 

70A 
466 

496 
466 

• 10 
4»6 






Hi 


it 


Tl| 
• 10 




100 




120 








1 

1 







Doz. 



60 

80 
IB 

• 
90 
40 

80 

IS 



40 
40 



46 
46 



»0 
80 



il 



ma 



PAY ROLL MEMORANDUM. 

Requires as follows: 



Pennies, 115 

Nickels, 30 

Dimes, 18 

Quarters, 25 

Halves, 20 

rs, 50 

2'B, 10 

5's, 100 

lO'B 50 

Total 



1 

1 

1 

6 

10 

50 

20 

500 

500 



lOQO 



15 
50 
80 
25 
00 
00 
00 
00 
00 
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STOCK TICKET. 



No. 6^S, 



Cutter, 



SiLKER, 



Maker, 



Hemmer, 



Laying Off, 



Packer, 



StYLE; ^€4'/i€€i^9n'. 



Q<^.^ (^cQ^^toe^ 




04. 



T 



-^ 



'^cd^e. 




i^Oa€t^H.. 




i'Tt^ 




€^^9tC 



€!€^^^'9^. 



;j< -^-j^ru/Zi. 



J' 



the record of the Cashier is concerned, the Expense Book at law would be a voucher, and, so far as office expenses were 
concerned, its checking with the cash would vindicate the cashier's record. 

Plan of the Set. — ^* The set herewith submitted in the memoranda represents the continuance 
of the business of a manufacturer for the year 189-, as represented in the illustrated set on pages 188- 
197. '*A3 explained in the memoranda, instead of opening a set of books, which a young book-keeper 
would hardly ever have an opportunity of doing, the student is supposed to assume charge of a set of 
books already open, with a year's record made, the accounts closed and balances brought down Oct. 1st. 
'*The books for the old year, however, are supposed to be filled and new ones are needed; and the 
student, as book-keeper, is required to transfer the balances from Ledger **A.'' to the new ledger, to be 
known as Ledger **B." " In transferring from an old ledger to a new ledger, the following may be 
observed: In an old ledger, in actual business, there should be entered in each account,. in red ink, 
^^New Acct.y Ledger ''B.," and also the folio. ''In the new ledger the student should write **01d 
Acct., Ledger A.," and give the folio. 
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B 
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^ 
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§ 

o 

g 


1 




K 












£ 


iiisiiss 1 





g^iggiii i 




8igSSSSS 
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5 








« 2 




i; 


s. s. 




" 


« « 


!^ 


- 






<n 






ill 



j-5.2 

ill- 

is 5 
Ir1 



Sl" 



!§.! 
^^■a 



;* si 
! ill 

5*3 5 " 



5 E^ 



o = 



i 


J 


8S8888SS 


SI 


SE5SSS2S 


i'l 


s 


S S 8 


3| 


•a o lo 


»i 


i 


88SS888S 


8| 


SESSSSSS 


S,| 


■< 


3 


88888888 


Si. 


SSSSSSSS 
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S 


S 


8, 


.s 


"1 


£ 


88S88S8S 


Si 


S$$gS!S£:8 {1 


^ 


i 


88888888 


81 


aiSESSsa: 


£ 


s 


8 88 8 


8 


B .00 O 


8 




83888838 


8li 


SSEESSaS 


II 


Ed 


i 


88888833 


81 


SSi8XSS"=S 


1, 


i 


88 8 8 


Si 


,00 O JO 


-f 


i 


38838883 


81 


SS3Z«SSS 


g| 


1 


1 


1 


Qa'«6<i-iosd 


ii 


1 li B si 


ii 


|2 


a 
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INVOICE BOOK. 

SEPTEMBER. 189-. 



r' 



^/<04.. 




€{^n- 



'/^ 



G^^^ i^ff^, -^e/i/. S, /c^-. 




•e^^^'. 



goijgi?f of Brown, Joice & Co., 



General Gommission Merchants. 

Terhs : — SO da. Net, Rebate per Contract. 



L. F. 83. 



O. K. 






Bales, 3101 \ % 

Sisal Buckskins, 
609 J 620 # 
621 % 630 \ 



50^ 



62UII 



See Contract. Rebate 6ji^. 



77 



54 



1650 



75 




'C^. 




tz--/^ 



'/@. 



<^c<i/<?^, -e^e/i/. ^0, '(f^. 



u^j^t^^t^n 



T 



^wjiit of Seavey & Bowman, 



0)ANLtPA6»nLlF?BI^S OP SlLI^ ©HI^BAD. 



Terms:— 80. «« 10. 



L. F. 85. 






10 % White Silk, 0. 0., 
10 % Black '' A., 
5 (jro. GloYe Fasteners, 



0. K. 



Silk ^, 115.00 
Buttons, 75.00 



6.00 


60 


00 




5.50 


55 


00 


115 


15.00 






75 




190 



00 
00 

00 





(J^e^ (^^, ^f/J. 30, '(ff. 



Sold 




<f^-^ 



V 




U/'Tiyn^t^^t^, 



T 



Manufacturers of Cases and Boxes. 



30 da. Net. 



L. F. 87. 



v/ 



15 Cases, 
100 Boxes and Bands, 

Acct. Bands, Boxes and Cases. 




CASH. 



Bebate, 

Mdse., 

Silk, 

Buttons, 

Boxes, 



TIME. 



1550 



75 



190 



00 



19 

1759 

77 

1473 

115 

75 

19 



00 

75^ 

54 
21 
00 
00 
00 
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LEDGER A. 

DANIEL DUNNING. Investment Acct 



189-. 
Sept. 



30 



Present Worth, 



1 


1 

75356 


CO CO 
CO CO 


189-. 

Sept. 


1 

30 
T 


75356 




Oct. 



Investment, 
Net Gain, 



Balance, 




MANFG EXPENSES 



18^ 
Sept. 



1 
30 



Balance, 



C. B,, 



136 


1483 
114 


64 
CO 

24 


189- 

Sept. 


30 


1598 







Mdse., 



L. 




1598 24 



1598 ' 24 



. MERCHANDISE 



DATE. 



18ft-. 




Oct. 


30 


Not. 


31 


Dec. 


30 


189- 




Jan. 


31 


Feb. 


31 


Mar. 


28 


Apr. 


31 


May 


30 


June 


31 


July 


30 


Aug. 


31 


Sept. 


31 


Sept. 


30 




30 




30 


189- 




Oct. 


1 



RAW MATERIAL. 



Total cost raw, 
Freight & Ctge., L. 
Banas, Boxes & Cases, 
Silk % 
Buttons, 
Labor <^, 
Salary % 
Manfg. Exp., 
Traveling Exp. , 
Pay Roll due T. B., 

Gross Cost, 
Loss it' Omn ^., 



L. 
L. 
L. 
L. 
L. 
L. 



To Balance, 



p. B. 


FIRST COST. 


DATE 


• 








189-. 




3 


2118 


07 


Oct. 


30 


5 


1218 


40 


Nov. 


31 


6 


3159 


75 


Dec. 
18ft-. 


30 


8 


3341 


25 


Jan. 


31 


10 


3500 


00 


Feb. 


31 


13 


1750 


25 


Mar. 


28 


16 


2749 


75 


Apr. 


31 


17 


5500 


15 


May 


30 


19 


2850 


00 


June 


31 


20 


2450 


00 


July 


30 


30 


3149 


10 


Aug. 


31 


32 


1550 


75 

47 


Sept. 


30 




33337 


5 


1685 


85 






8 


1810 


12 






10 


2014 


16 






11 


561 


90 






6 


28150 


70 






8 


3821 


26 






18 


1598 


24 






19 


2147 


80 






16 


3152 


50 






28 


78280 
29778 


00 

10 

• 

10 


( 






108058 






ifcft- 


1 


7835 


50 

i 


Oct. 


1 



NO. DOZ. SOLD. 



915 Doz, Solely 
802 " " 
312 " ". 



275 

315 

290 

285 

1682 

1758 

H25 

1170 

876 



cc 

(4 

(« 
(t 
(( 
(( 
if 



n 

Si 

(4 

i( 

Si 



Total sales, 
Inv.llUdoz.LB. #<?, 
11,219 sold and on 
hand. 



S.B. 



2 
4 
5 

6 

8 

11 

13 

1:6 

20 

29 

32 

36 



KET SALES. 



12050 
5500 
2921 

2512 

2813 

2065 

2175 

15126 

18212 

15716 

12917 

8210 



100222 

7835 



70 
00 
75 

75 
21 
25 
19 
75 
50 
50 
75 
25 

60 
50 



By Pay Roll due hiv. 



108058 



3152 



10 



50 



LOSS & GAIN 



189-. 
Sept. 



30 



30 



Machinery, 
Discounts, 
Furniture, 
Stock, 



L. 









189- 




17 


4800 


00 


Sept. 


30 


13 


2850 


60 




30 


18 


74 

25356 


52 

33 






33081 







Mdse. , 
Mill % 



Net. 
L. 



20 


1 

29778 
3303 


10 
35 


33081 


45 
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TRIAL BALANCE — SEPT. 1890. 





L. r. 




utL. nniT 


IXO. 


CR. PUOT l»0. 1 


KK«OUK CB«. 1 


LIAMLI 


TIB*. 




1 


Dan'l Dunning, 


Investment, 






50000 


00 






7585a 


^8 




3 


DanU Dunning, 


Private acct., 


1 
1 




991 


00 






UUl 


00 




10 


Accounts Receivable, 


per Sales Ledger, 
per Purchase Ledger, 


8210 


25 


1340 


5;) 


6869 


75 








14 


Accounts Payable, 


10457 


08 


11760 


00 






lu02 


92 




18 


Rebate acct., 


Accumulated, 


826 


50 






826 


50 








20 


Bills Payable, 


Notes outstanding, 






11000 


00 






11000 


00 




21 


Machinery acct., 


Net worth plant, 


82000 


00 






27200 


00 








22 


Furniture acct., 


" ** on hand, 


574 


52 






500 


00 








23 


Real EsUte. 


Present value. 


44618 


70 






44(518 ';0, 








28 


Merchandise, 


Cost and sales. 


83337 


47 


100222 


60 


7835 


50, 


3152 


50 




30 


Labor, 


ToUl'cost, 


28150 


70 
















32 


Bands, Boxes, and Cases, 


• 1 (( 


1810 


12 
















88 


Salary acct., 


«( <i 


3821 


26 








, 








34 


Buttons, 


it t: 


561 


90 








' 








35 


Silk and Thread, 


• <t « 


2014 


16 














• 


36 
87 

38 


Mill acct., 

Manufacturing expense, 
Traveling expense. 
Interest and Discount, 


'• '* and returns, 


1598 
2147 


24 
80 


8303 


35 




1 








40 


" and returns, 


8049 


49 


198 


89 












42 


Freight and Cartage, 


•t •< 


1685 


SO 








1 








C. 13. 


Cash, 

9 


per Cash Book, 


8952 


80 
84 




34 


8952 


80' 
75 








' 178816 


17H816 


91P02 


91802 


76 


4 


i 


1 

1 


• 






' 




1 


1 







'^ The Stock Company set which follows this set is a continuation of the business represented in the foregoing illus- 
trations and the memoranda connected therewith. ''^Therefore, in opening the Ledger accounts in this set, sufficient 
space must be left for the entries of two months' business. ^' Give each account in the Main Ledger one-third of a page 
space, excepting the accounts of Dan'i Dunning and Merchandise. ^Open Dunning's account nt the top of a blank page 
and give it eight lines space. ^> Use the remaining space on that page for the Merchandise account. ^' Give each account 
in the Sales Ledger one-fourth of a page space. 



PETTY PERSONAL ACCOUNTS. 



18&-. ; 

Sept. 1 



t 



21 



24 



28 



30 



G. W. Getman, 

Norwich, Ct. 

Marsh & Grant, ^ 

Hartford, Ct. 

L. Ayrault, y/ 

Lynn, Mass. 

L. & G. Freeman, 
City. 

M. W. Green, »/ 

Springfield. 

J. J. Sidney, 

Hanover. 



10 



17 



19 



28 



29 



31 



8 


40 






6 


189-. 
Sept. 


15 


24 


75 


24 


75 


8 


>/ 


30 


88 


75 


88 


75 


5 


s/ 


30 


62 


50 j 












11 


39 


11 


39 


9 


v/Oc 


t. 1 


5 


19 






11 




10 



Cash, 5.00. 



Cash, 



Cash, 60. 00. June 5, 38. 76, 



Cafih, 



Cash, 3.00. 



" The above represents the manner of keeping transient or miscellaneous accounts. '* Where a gale 
is made to a party who is not a regular customer, instead of opening an account with him on a separate 
page, the entry is made in the account headed Petty Personal Accounts, or as it is sometimes called, 
Miscellaneous Accounts, together with other accounts that are not likely to be active, permanent accounts. 

" You will observe by the above form that the space occupied by each account takes but two lines — 
the first for the name, the second for the address. ** When an account is settled the credit is entered on 
the line directly opposite the debit, thus showing the account balanced. " When an account is not paid 
in full in one payment, a short extension may be made, and when paid in full, the items on both sides 
of the account are checked thus ^, as above illustrated. 

^ The above illustration is independent of the above trial balance, but the form is used in the memoranda following. 



198 THEORETICAL AND PRACTICAL BOOK-KEEPING. 

MEMORANDA OF TRANSACTIONS FOR OCTOBER. 

OCTOBER 1, 189-. 

"Student" engages as book-keeper for Dan'l Dunning, manufacturer of gloves ana mittens, 
Glove City, N. Y. He assumes charge of the books to-day, October 1, 189-, with resources and 
liabilities brought down, the books having been closed on the day previous — Sept. 30th — the end of 
the fiscal year. 

Instead of opening a set of books the student assumes charge of a set already open, and simply continues the system 
in use. In business the book-keeper should test the books to determine if they are in balance, as shown by the trial 
balance recorded for that month. The cash in safe should be counted, the bank balance should be called for, and the 
bank book should be made up to determine if the amount of cash on hand, as shown by the Cash Book, is correct. All 
notes and acceptances should be scheduled and checked in the Bill Book and also in Bills Receivable account, to test the 
correctness of that account. If any notes are missing he should inquire for them at bank to learn if they were left there 
for collection; or, if remitted to outside banks or attorneys for collection, he should send for report. 

He should next open a Daily Cash Balance Book, if not already open, and bring down the cash balance, as found. 
If there had been a custom to keep cash memoranda on slips of paper in the cash drawer, to be copied at night, he should 
stop the custom at once. He should enter cash transactions immediately in the Cash Book, and not form a habit of 
writing charges or credits upon slips of paper to be copied into the regular books "when he has time," but make the 
entry in th.e proper book of record at the time of the transaction. 

Sometimes, in large concerns, a regular system of charge and credit tickets is in use, but the tickets are always filed* 
and sometimes bound into a book, and in either case become the basis for such debits and credits. This system, how. 
ever, is never allowable in reference to cash transactions when a daily Cash Balance Book is used. 

As it is customary in large concerns to commence a new ledger each fiscal year and designate each as 
Ledger "A," Ledger "B," etc., the student will now open Ledger "B,'' with the following resources 
and liabilities, as shown by the trial balance of Ledger "A,'* on page 197. Open ledger accounts as 
follows, with accompanying explanations: Accounts Receivable. — Oct 1, 189-, Ledger A, jmge — , 
6869.75. Rebate account, Oct. 1, 189-, Ledger A, page — , 826.50 ; Machinery, Oct. 1, 189-, Ledger 
A, page — , 27200.00; Real Estate, Oct. 1, 189-, Ledger A, page — , 44618.70; Merchandise, Oct. 
1, 189-, Ledger A, page — , 7835.50 ; Furniture, Oct. 1, 189-, Ledger A, page — , 500.00 ; Cash 
account, Oct. 1, 189-, in Cash Book, 3952.30. 

Open the Main Cash Book showing balance on hand {see illustration^ page 100 and 191 ). On the 
debit side write as follows: **189 — Oct. 1, Balance, in safe, 1471.82; in bank, 2480.48," and extend 
into the General column the total, 3952.30, as shown by the trial balance. On the credit side enter for 
the amount in bank, *'Oct. 1, Memo. bal. in bank," and extend into the Deposit column of "Memo. 
Bank Acct." the 2480.48. 

Next open the accounts showing liabilities and get the amounts from the trial balance on page 
197. Mdse., Oct. 1, 189-, Pay Roll, brought down. Ledger A; Private Account, Oct. 1, 189-, Balance, 
Ledger A; Accounts Payable, Oct. 1, 189-, Balance, Ledger A; Dan'l Dunning, Oct. 1, 189-, Ledger 
A; Bills Payable, Oct. 1, 189-, Ledger A. 

After opening the above accounts, take a trial balance to determine if the new ledger is in balance. 
To the student, the text-book is the old ledger, or Ledger **A." In this, of course, no entries can be 
made, but in business the book-keeper would write in each account, "New acct.. Ledger B," in red 
ink, and balance the account. 

In the Sales Ledger open an account with Burnham & Wood, and in the account write: Oct. 1st, 
189-, Old acct.. Ledger A, 68C9.75, the amount of which is the debit balance of Accounts Receiv- 
able as shown in the trial balance. 

In the Purchase Ledger open an account with Brown, Joice & Co. and credit their acct., " Balance 
Ledger A, 1302.92," and in the Accounts Payable Book, "Brown, Joice & Co., Invoice Sept. 5th, 30 
days, 1302.92. 'Draw balancing lines underneath. Do not include in monthly footings, as this woulu 
throw the Ledger out of balance. This amount checks with the credit balance of Accounts Payable 
in the General Ledger. In the Bill Book copy in the notes outstanding, as follows: "Aug. 1, 189-, 
Bank, 90 days, due Nov. 2, 3000.00; Sept. 15th, Bank, 90 days, due Dec. 17, 6000.00; Sept. 28, Bank, 
30 days, due Oct. 30, 2000.00. These together total the 11000.00 shown in the credit of Bills Payable 
account. 

Copy the 1114 dozens of Gloves on hand, as represented in the Mdse. acct. ( see page 196 ) into 
the Inventory Book. You will get the actual cost of each from the price list given on next page. 
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The 1114 dozens on hand are as follows: No. 715, 30 dozens; No. 710, 40 dozens; No. 708, 20 
dozens; No. 705, 70 dozens; No. 625, 70 dozens; No. 610, 70 dozens; No. 605, 70 dozens; No. 415, 76 
dozens; No. 416, 75 dozens; No. 425, 75 dozens; No. 430, 300 dozens; No. 435, 20 dozens; No. 440, 20 
dozens; No. 451, 50 dozens; No. 452, 40 dozens; odd pairs and broken dozens, 89 dozens, worth 416.35. 

For this month the following are the different numbers on sale, which the student will copy into a 
Price List ruled for the purpose: 



No. Sellinir Price. Cost Price. I No. Sellinir Price. Cost Price. 

415, 8.00, 5.94 435, 36.00, 26.79 



41 G, 7.00, 5.19 

425, 7.50, 5.56 

430, 5.50, 4.08 



440, 34.00, 25.24 

451, 15.00, 11.12 

452, 16.00, 11.87 



No. Selling Price. Cost Price. 
600, 10.00, 7.42 

605, 9.00, 6.68 

610, 8.00, 6.94 

625, 10.00, 7.42 



No. Selling Price. Ck)st Price. 

705, 10.00, 7.42 

708, 13.00, 9.65 

710, 12.00', 8.90 

715, 18.00, 13.36 



In business the Calculation Book would be compiled at this time, and a calculation would be 
required upon each sample to be made. 

The student, however, will make calculation upon but one number. Turn to the illustrated form 
on page 188, and the analysis given on page 187, under the heading Calculation Book, and study both 
carefully. Next, copy the calculation of No. 625 upon a blank sheet of cap paper, testing each con- 
clusion by the analysis given. 

With the completion of the above openiDg memoranda the transfer from Ledfi^ "A" to Ledger '* B" is said to be 
finished. Let the student bear in mind, however, that the trial balance must be taken off after the transfers have been 
made as ahove required, as no set of books can be said to be either opened or transferred until the work has been tested 
by a trial balance, which alone is the only test that the Ledger is in balance. Remember, also, that an abstract of the 
different Ledgers must be taken after each has been posted to determine if the aggregate balances check with the balances 
of the accounts representing them, as shown in the trial balance of the General Ledger. 

In your blank book or statement book, or in a book made by yourself out of cap paper, be sure to open, as directed, 
the Inventory Book, Bill Book and Daily Cash Balance Book. Full explanations of the Daily Cash Balance Book, which 
is first used in the following memoranda, may be found on page 128, in the Coal Set (m0 illustration in Appendix). 
The object of this book as explained there is two-fold: First, to prove the exact balance of cash that should be in the 
safe each day; second to provide a book in which the entries shall be made by the different persons who may handle the 
cash. The Livoice Book, which is fully explained on pages 191 and 192 will not be used in working the memoranda 
from the fact that in theoretical work the student receives no invoices from the parties of whom he is supposed to be 
buying, therefore he will use the Accounts Payable Book in this set. But it is believed that the iUustrations and expla- 
nations given will enable the student to fully understand the manner of compiling an Invoice Book from the original 
invoices, and to be able to use such a compilation as a main book in his counting room work in actual business. 

The different books are to be posted at the end of each memoranda date. The Stock Book and Order Book must 
be carefully compiled at the time and in the manner directed to properly understand them. To that end continue to refer 
to the illustrations in working out the memoranda. 

The Daily Cash Balance Book shows the following record for the day: Balance in safe, 1471.82; 

received of Burnham & Wood, draft. No. 832, on N. Y., 6457.66; total, 7929.38. Paid for postage, 2.00; 

for pens and ink, 50^; for set of books, 12.50; deposited 2000.00; total, 2015.00; balance in safe, 5914.38. 

( Copy above into the Daily Cash Balance Book and into the Main Cash Book On the debit side of the 

M. C, B. enter as follows: ''Burnham S Wood, Bal, acct., less 6^. Disct,, 412,19, Net Cash, 6457.56, 

extending the items into the Accounts Receivable columns of the Sales Ledger division,) 

In the Daily Cash Balance Book only actual cash transactions are entered. In copying the remittance of Burnham 
& Wood into the Main Cash Book the amount of the draft must be divided by .94, as the 6457.56 represents the balance 
of the account less 6^, or 94^ net. Dividing^ you get 6869.75, which is the balance due on acct. 

( Oil the credit side of the Cash Book copy from the D, C, B. B. the above payments, as follows : 
Manfg, Expense, books for office, 12,50; postage, 2,00; pens and ink, SOif:, and extend into the columns 
headed '' Manfg. Expense ^^ of the General Ledger division. On next line write '' Me^norandum,'* 
" Deposited,'^ and extend the amount of the 2480,48 which was in bank on the first of the month, and the 
2000,00 above deposited, into the '' Deposit ^^ column of the Memorandum Bank account on the extreme 
right of the Cash Book,) 

While the bank balance is called cash, and in making up the Cash Book must be added to the balance in safe to prove 
the Cash account, yet the Memorandum account is often very convenient not only to show the condition of the bank 
acct., but it aids in proving all entries made in the Cash Book for payments that were made by check. 

The Daily Cash Balance Book shows the exact balance of cash in safe. The stub of the Check Book or the Memo- 
randum Bank Account shows the exact balance of cash in bank, but the Main Cash Book shows the exact balance of cash 
on hand, which is the sum of both safe and bank balances. (See illustrated Cash Book, pages 190, 191), 
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The Order Book for the day shows but one order, which is from Burnham & Wood, for winter 

goods, as follows: 100 doz. No. 715, 18.00; 60 doz. No. 710, 12.00; 24 doz. No. 708, 13.00; 24 doz. 

No. 625; 10.00. Goods are to be shipped by M, D. over N. Y. C. R. R., one haU of the stock during 

the present month, balance on or before Dec. 1st. Sample dozens to be sent at once by express. 

Terms, Oct. Ist, 6-10, 5-30, 4 mos. net. {Enter in Order Booh {see illustration, page 194]. Under 

the heading '^Record of Order " on the left-handy enter, first, ''No. i," in order number column, then 

date of order, the number of dozens, tJie sale number, hind, when to ship, how to ship, terms and price, 

Tlien on the right-hand side fill out the Stock Booh or Record of Shipment, which is intended to shoio ai 

any time the aynount of goods to be shipped. Head the perpendicular columns consecutively, numbers 

715, 710y 708, 625, accordifig to the above order. Under each write the price and under that put dozen 

the number of dozens of each number. Consult carefully the illustrated order of Lincoln S Co., on 

page 194.,) {Give each account ipage in the Order Booh.) 

At this time of the year the October dating as given means simply Begular Terms. For instance, if goods are 
shipped Oct. 20, the buyer has ten days, or until Oct. 80th, to discount at 6%, Also a bill sent Nov. Ist is subject to a 
discount of 6^ if paid on or before Nov. 10th. • 

The following purchase has been made, as per invoice checked oflf : Seavey & Bowman, Oct. 1st, 
Inv. No. 1, 30 ds. net, 2^ 10 days, 25 lbs. 0. 0. Silk at 6.00. {Enter the above invoice in the Accounts 
Payable Booh.) 

The stub of the Check Book shows the following: Ck. No. 1, Brown, Joice & Co., Bal. invoice 
Sept. 5, 1302.92. Ck. No. 2, Daniel Dunning, on private acct., 75.00. {Enter in Main Cash Book 
as follows : Cliarge B,, J. & Co. and extend anunint into the column headed '' Accounts Payable" and 
also enter the amount of the chech in the memorandum banh column. Cliarge Dafiiel Dunning in the 
General column and extend the amount into the memorandum banh column, carefully observing the illus- 
trated Cash Booh, folio 191,) 

The above entries will increcue the amount of cash payments and decrease the amount in bank. Follow the custom 
of recording regularly and consecutively each check number in the Cash Book for two reasons, viz. : First, if you say 
*' per check I^o. 84" you know at once by scanning the numbers that the amount of the check should also be found in 
the memorandum bank acct. as well as in the regular cash payment columns. Second, by recording consecutiyelj, 
should you omit to enter a payment made by check in the Caah Book, the numbers would fail to be consecutive by just 
the particular number or numbers omitted. 

Bear in mind that no payments made by check are entered in the Cash Balance Book; that all entries made in it are 
for cash, and that the balance indicated in it is the real balance in safe. Should aU the cash be deposited, the debit and 
the credit of the Daily Cash Balance Book would foot equally, while the Main Cash Book would show a balance exactly 
equal to the bank balance. 

Quotations were received from Brown, Joice & Co. for 25 bales Sisal Buckskins, undressed, at 

45^ per lb., " P. 0. B." in New York; 5 bales are in port, 10 bales are afloat and due by next steamer 

from Rio, and 10 bales are in Rio ready for shipment. Sent telegram to place our order for entire 

lot Telegraph message paid in cash per Daily Cash Balance Book, 25^. {Daily Cash Bal. Booh.) 

In business in a case like the above, a memorandum of the order would be made in a book kept for that purpose, or 
a copy of the telegram would be made in the Letter Book by means of a copying press. 

Deposited cash 5600.00. {Enter on stub of Chech Booh and in the Daily Cash Balance Booh.) 

OCTOBER 2, 189-. 

« 

Consigned to 6. P. Gunning & Co., Albany, the full amount of Gloves and Mitts on hand Sept. 
30th, as per inventory. Limit at 1.00 advance of our inventory prices. {Enter in Shipping-Sales Booh, 
[see illustrated S. B,,page 189'], Instead of charging the amount to their account charge '^ Shijwient 
To Gunning & Co,, 89Jf9,50,^* which amount is found by adding a dollar a doz. each for the 11 14. dots, 
to the amount of the inventory, 7835,50, Open the Shipment account in the Sales Ledger.) 

Drew a check in favor of Daniel Dunning for balance due him on private acct. {See balance of 
acct. Oct, 1st, less subsequent payment on same. Post the amount to his private account and balance the 
account,) 

Paid cash for repairs of Machinery, 6.25; for broom, 75^; laundry for office, 80^. {Enter in Cash 
Balance Booh, Expense account.) 
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Received invoice and ® i, from Brown, Joice & Co., dated Oct. 1st, for 5 bales Sisals — Rebate 5^, 

612, 622, 625, 608, 618—3085 lbs., at 45^ — on 30 days net. {Enter in A. P. £. In left-hand 

column mark in red ink "*' acct. Mdse.,^^ 13 18. 8 J^., Rebate j 69. J/.!, In forming the totals at the end of the 

month, 69.41 of this is to be charged to Rebate acct., and the balance to Mdse.) 

The meaning of Rebate acct. is this: Commencing with last year's purchases an account was opened with Brown, 
Joice ^ Co. for skins at net prices — no discount — ^but an agreement was reached that when the aggregate purchases should 
amount to 2U000.00 they would allow a rebate of 6% on the account. Purchases of skins are therefore confined to the 
house of Brown, Joice & Co., and Rebate acct. represents the amount to become due when the 20000.00 shall be pur- 
chased. It is evident that when Rebate acct« aggregates 1000.00 it has matured and is collectible. 

Shipped the sample dozens ordered by Burnham & Wood on the 1st inst. ( You willfi^id this order 
in their Order Book account which you opened at the time. Enter a charge of the samples sent in tlie 
Sdl^ Book. See illustratioii, page 189. After recording the above shipment of sampks the right-hand 
side of their account in your Order Book headed ^^ Record of Shipment, ^^ will stand as follows : ) 



Record of Shipment. 


715. 


710. 


708. 


625. 


Number. 




. 18.00 


12.00 


13.00 


10.00 


Price. 


October 1, order rec'd., 

*' 3, shipped, 


100 

1 


50 
1 


24 

1 


24 

1 


Dozens Order No. 1. 
Samples per S. B. 2. 


Balance to be delivered, ..- 


99 


49 


23 


23 





The correct keeping of this book is of the utmost importance and the student should audit same from time to time. 
By now comparing the order of Burnham & Wood with the illustrated Order Book on page 194, it will be seen that 
after recording in the O. B. at the left the order as received, the order is again entered under the head "Record of 
Shipment and Balance Due," but this time it is entered horizontally. From this the sample dozens are deducted, which 
leave a balance in kinds and styles that are due. When properly kept, the shipping clerk need make no error even in the 
rush of business regarding the amount due each customer. 

The following orders are just to hand by mail: Lincoln & Co., Terms Regular, 60 doz. No. 715, 

18.00; 100 doz. No. 625. 10.00; 50 doz. No. 430, 5.50. One-half to be shipped per M. D. as soon as 

possible, the balance to be shipped during the month or by the Ist of Nov. Samples to be forwarded 

immediately. Shipping marks same as in first order placed. {See their first order in illustrated Ship- 

ping-Sales Book,^ page 189.) 

The shipping mark indicates the department number of Lincoln & Co., and by its being entered in the invoice and 
stamped ui)on the case the truckmen and the receiving clerks of Lincoln & Co. can handle all freight as it arrives with 
promptness and despatch. This shipping mark and route of shipment should be recorded in the Shipping-Sales Book at 
each shipment for reference. 

From Wells, Hunger & Co., Terms Regular, 100 doz. No. 625, 10.00; 100 doz. No. 708, 13.00; 
sample doz. at once. One half by 25th, balance in Nov. (Enter in Order Book.) 

Shipped per express the samples ordered by Wells, Hunger & Co. and Lincoln & Co. (Enter in 
Sales Book and deduct from tJieir order in Order Book.) 

The following invoices are audited: Seavey & Bowman, Oct. 3rd, 30 days, 2^ 10 days: 25 lbs. 
Black Silk "A," 5.50 per lb. Boice Bros., 30 days net— Oct. 5th, 189-: 25 cases, 22.50; 200 bands 
and boxes, 11.00; total invoice, 33.50. (Accts. Fay. Book.) 

You will now close your Daily Cash Balance Book and copy same into the Main Cash Book. Be 
sure to extend the deposit of 5600.00 into the Memo, column. Amt. cash in safe, per D. C. B., 30C.33. 

The stubs of the Check Book show the following checks issued: Check No. — , Daniel Dunning, 
private, Oct. 2d, 60.00; Check No. — , Cash^ for office, Oct. 2, 100.00; Check No. — , Seavey & Bow- 
man, on acct,, to pay invoice Oct. 1, 150.00, less 2^, 147.00. Check No. — , Henry Winder, Traveling 
Expenses, 100.00; Check No. — , Harvey & Smith, Sample Cases, 8.00. (Charge Seavey S Bomma7i, 
Private acct. Traveling Expense and Furniture and Fixtures in Main C. B., Contra Discount, 3.00. 
Extend net amount of checks into m>emo. bank column. Enter ** Cash for office ^^ Daily Cash Balance 
book, per ck.^ No. .) 
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OCTOBER 4, 189-. 

Shipped one-half of each of the following orders, less samples already sent; Wells, Hunger & Co., 
Lincoln & Co. and Burnham & Wood. {Enter in Shipping-Sales Book and then in 0. B,) 

If you have an order for 24 doz. No. 635 — one half to be shipped during the month, and the balance later, and have 
sent out 1 doz. samples, the amount to ship next will be 11 dozens and the last shipment 12 dozens. Doubtless the thought 
has come to the student " How can we be shipping goods to customers when we have recently sent all the goods on hand to 
Albany." But the explanation is that goods are being manufactured daily. The Supt. and Foremen of the different 
departments are keeping the Time Books and Piece Books, the details of which the book-keeper knows nothing. A day 
or two before pay-day these books will be handed in for the purpose of getting the Pay Roll ready. 

Advanced John Cooper 10.00 in cash on acct. {Daily C. B, B, Labor acct.) 

Received account sales from G. P. Gunning & Co. for the goods consigned them on the 2d inst. 
Our net proceeds 8975.60, remitted per draft on New York. {Daily C. B. B. Shipnent to Ounning 
<& Co. to balafwe acct. Loss £ Gain for balance tvhen efitered in Main Cash Book. ) 

Deposited the draft received from G. P. Gunning & Co. 

In transactions like the above where a consignment is the exception rather than the rule in a business, the account 
is never entered in the^General Ledger. When an account sales is received the account is credited for an amount that will 
balance the account, and if the net proceeds are more than the accoimt, then Loss & Gain is credited for the balance; but 
if less a contra entry would be made and Loss & Gain would be debited from the Cash Book. 

Another way would be, where it is desirable to have the account show the exact transaction, to debit Shipment to 
Gunning & Co. in the Sales Book " for balance on sale," extending same into the Bills Rendered column, or, if a loss, to 
credit them in the Sales Book "for amt. short on sale," and extend the credit into the column headed " Goods Returned." 
In this way the exact net sales at the end of the month would be correctly stated. 

Paid Seavey & Bowman, per check, for invoice, 3d inst., 137.50, less 2^, as per terms of credit. 

Paid off, per check, the amount due on pay roll for September, 3152.50. {C. B. Labor acct. For 

this amount see the balance due on pay roll as brought down in the Mdse. acct., page 196. hi C. B. say 

in explanatory, follotving Labor acct., " Sept. Pay Roll.'* ) 

By referring to the illustrated Mdse. account on page 196, it will be seen that it has been debited with the pay roll 
"by inventory," and the amount is brought down as a liability upon the credit side, because of its being unpaid. The 
entry was necessary to arrive at the total actual cost of Mdse., but the amount brought down could have been credited 
to " Pay Roll Payable," as it is sometimes done, the same as in interest inventories where credit is given to "Interest 
Payable " instead of bringing the amount down in the Interest account. The above payment is charged to Labor account, 
and at the end of the year transferred to Mdse. account, but the amount could be debited direct to Mdse., and this is some- 
times done in transactions of this kind, as the amount is more easily traced. 

Close Daily Cash Book and copy into Main Cash Book. Amount of cash in safe jfer daily balance, 
396.33. . 

OCTOBER 5. 189-. 

The petty expenses per Expense Book are 38.75. {Enter in Daily C. B. B.) 

Petty expenses are sometimes entered in a small book called an Expense Book, which is kept in the cash drawer or m 
the safe; and when the cash is made up the entries in the Expense Book are counted with the cash on hand. For exam- 
ple, if there be found in the cash drawer currency, checks, drafts and other cash items aggregating 180.50, and items in 
the Expense Book, 19.50, not yet entered in Cash Book, the cash on hand would be determined to be 200.00. At stated 
times, usually once each week, the Expense Book is footed and the amount is then entered in the Daily Cash Balance Book 
"Expenses per Expense Book." 

Received from Superintendent of mill bill for dressing skins, 2812.59. (^Journal — ''Mdse. acct. 
To Mill acct.") 

Mdse. account is debited because the raw material which stands charged to Mdse. acct. has been made to cost more 
by just the cost of dressing into glove leather. For example, if a bale of skins, undressed, and invoiced at 28.00 cost 
52.00 for dressing into leather it is evident that the leather has cost 80.00; therefore the cost of dressing should be charged 
to Mdse. acct. 

While the work done at the mill is a part of the business, an account is kept with the mill for the purpose of deter- 
mining if the running of a mill to dress the raw material will prove a paying investment. The skins which were bought 
undressed, were sent to the mill and there dressed and tanned into glove leather. The regular prices per hundred are 
allowed and the amount of work done is credited to the mill at the end of the month. The pay roll, chemicals, coal and 
all supplies are charged to the mill, and the difference between the debits and credits will show a net loss or a net gain. 
Bear in mind that the current account with the mill and the machinery, building and grounds, are separate and distinct 
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The first is for the purpose explained above, and is represented in Mill acct. The second is found in the acct. with the 
Machinery and Real Estate. At the end of the month the superintendent of the mill will render in detail his pay roll for 
the month. In business, this would be entered in the pay roll book, but in this set no detail will be made and the 
student will debit Mill acct. in the Cash Book. 

Bought on account of Norman P. Bradley & Co., 30 days net, 2^ 10 days, 215 doz. Imported Kid 
Skins, @ 11.20 per doz. 

Bought of E. M. Moore & Co., per check, invoice Buttons, 15.00. {C. B. Button acct. Do not enter 
in Accts. Pay. Booh.) 

In business the invoice would be marked "Paid Oct. 5th by check No. — ," and filed in a Cash Bill file. 

Paid cash, for postage, 2.00; for stationery, 4.20. {Daily C. B. B.) 

Paid cash, for repairing gas pipes, 3.?5; water pipes, 2.75; fixtures, 8.50. 

Bought on account, 30 days net, Boice Bros., invoice Boxes and Cases, 41.50. 

Eeceived cash from Superintendent of mill, for job work done at the mill, 75.85. {Daily C. B. B. 
Mill acct.) 

Paid cash for 2 tons coal for office use, 13.00. {Daily C. B. B.) 

Close Dailv Cash Balance Book as usual. Amount of cash in safe, 399.23. 

OCTOBER 15, 189-. 

Paid cash, for cleaning office and salesroom, 10.50; for daily papers, 1.50. {Daily C. B, B,) 

Paid, per check, the following bills, as per Accounts Payable Book: Norman P. Bradley & Co., 
invoice Oct. 5th, 2408.00, less 2^. 

Brown, Joice & Co., invoice Oct. 1st, 1388.25, less 4^ by special rate allowed as per correspondence. 

{Enter in Accts, Payable column of C. B., extending proper amounts in *^Contra Discount,*' ''Net 
Cash/' and ''Memorandum Bank" colum^is.) 

Received cash on account, as follows: Burnham & Wood, for invoices Oct. 2d and 4th, less 6^ 
discount. Lincoln & Co., invoices Oct. 2d and 4th, less 6,^ discount. Wells, Hunger & Co., invoices 
Oct. 2d and 4th, less 6^ discount. {Enter in D. 0. B.y exte^iding the proper amotmts.) 

Deposited all cash on hand, except 500.00 for current expenses. 

Following are the sales since the 5th inst. Terms regular: 
8th. Wells, Hunger & Co., 10 doz. 625,. 10 doz. 708. 
12th. Lincoln & Co., 10 doz. 715, 10 doz. 625, 10 doz. 430. 

14th. The Hott- Jones Hat Co., Denver, 5 doz. 625. {No entry iti 0. B. necessary for this order y 
as it was filled the same day it came.) 

H. G. Cooper & Co., Hinneapolis, Hinn., -^ doz. each of all kinds as per price list. {Enter iii 

Petty Personal Accts.) 

To rapidly calculate a sample bill in ^ dozens, which comes ap every day in the Manufacturing and Jobbing busi- 
ness, observe the following short rule: Consider the price per dozen as the price of each and divide the sum by 12. 

Close the Daily Cash Balance and copy into Hain Cash Book. Balance cash on hand, 500.00. 

OCTOBER 31. 189-. 

Following are the sales for the past two weeks, which were filled at the time of ordering, on terms 
regular: 

16th. E. W. Woodward, Sons & Co., Omaha, Neb., per H. D., 15 doz. 715, 15 doz. 710, 15 doz. 
708, 25 doz. 705, 3 doz. 625. 

17th. Janis, Smith & Co., St. Paul, Hinn., 25 doz. 705, 10 doz. 452, 10 doz. 451, 10 doz. 440. 

18th. The Hott-Jones Hat Co., Denver, Col., 5 doz. 435, 5 doz. 425, 5 doz. 416, 5 doz. 415. 

19th. Handall, Sons & Co., Dallas, Texas, 25 doz. 600, 10 doz. 605, 10 doz. 610. Shipped per 
Mallory Line from New York. 
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MEMORANDA OF TRANSACTIONS FOR OCTOBER (Continued). 

(Enter above in the Shipping-Sales Booh. Observe the form illustrated and carry out prices as per 
Price List, Post the accounts of Woodward, Janis, and Cooper into Petty Personal accounts in Sales 
Ledger,) 

The following order has been received : Wells, Mnnger & Co., to be shipped Nov. 5th, 25 doz. 
705, 100 doz. 452. Sent sample dozens per Express. {Enter order in 0, B,, and charge sample dozens 
in Sales B,, deducting same from order,) 

You will now proceed to make out the pay roll for the month from the books of the different 
foremen. The large number of people employed up to Sept. 30th, the end of the fiscal year, were laid 
off, as is the usual custom while inventorying. The pay roll for this month is therefore small owing to 
the fact that but few of the employees have resumed work. 

The Pay Eoll shows the following: {See illustration, page 19 J^, In opening your pay roll give the 
name of foreman and the name of each department which you will find in ths illicstrated Pay Roll Book, 
page 194.) 

Book "A:" Miss Green, forewoman; Mary Winnie, 32.25; Nancy Martin, 28.50; Carrie Stone, 
26.50. 

Book "B:" Mary Fish, 32.00; Ellen Allen, 28.75; Jennie Martin, 29.60; Carrie Anderson, 29.40; 
Blanche Goddard, 26.30; Mamie Beach, 16.75. 

Book "C:" Tom Wilson, 52.00; H. W. Kennedy, 68.00; Warren Ford, 72.00; L. M. Cook, 48.00. 

Book " D:" John Cooper, 62.50 (see entry of 10.00 paid on the 4th); W. W. Egan, 55.00. 

Job Book: (Goods made outside at less price): Mrs. Moore, 18.40; Mrs. Ellen Townsend, 29.60; 
M. L. Beemis, 28.25; George Camp, 62.28; Mrs. Mary C. Traine, 42.18; Nancy Cook, 29.32; Ned 
Banks, 26.68; Julia Moodey, 22.09; Ellen Todd, 21.50; Minnie Smith, 17.50; Nellie Graham, 15.00; E. 
M. Ensign, 39.25; Tom Cooper, 18.75; Laura Angell, 63.00; James Parker, 69.00; Nathan Warnick, 
45.50; M. W. Kooper, 29.50. {The above to be copied but not paid,) 

Sent 1512.80 per check to the Supt. of the mill for monthly pay roll. {C. B. Mill acct. Enter in 
General column,) 

The following dozens of goods have been brought from the factory to the store-room during the 
month, all boxed, labeled, numbered and ready for shipment: 715 — 105^; 710 — 40*; 625 — 140*; 
708 — 87*; 430 — 45*; 705 — 61*; 452 — 21*; 451 — 10*; 440—30*; 435 — 10*; 416 — 5*; 415 — 10*; 
600 — 25*; 605—10*; 610 — 10*; 425 — 5*. 

The index in above inventory recorded thus 105*, etc., means in eacli case ^. 

( Open a Stock Book in one of your blank books after the plan of the Stock Book in the Coal Set, 
At the end of each month add to the balance on hand the number of dozens made during the month 
and deduct from the total to be accounted for each month the number of dozens sold as per net sales 
shown in the Sales Book, Prove balance on hand by the Inventory given below.) 

Paid per check our note due to-day, 2000.00. 

Paid cash for renovating carpets, 4.00; for putting down carpets, 2.00. {Daily C, B. B,) 

Paid freight bill to date, per check, 75.85. {M, C, B, Freight <& Drayage.) 

Paid the following salaries to date, in cash : Book-keeper, 80.00 ; H. Winder, salesman, 100.00; 
Harry Coleman, shipping clerk, 40.00. {C. B. Salary acct.) 

Paid, per check, balance due on Pay Roll Book, less amount advanced to Cooper. 

You will now post the footings of the Sales Book, Accounts Payable Book and the Cash Book. 
Foot the Accounts Payable Book and summarize a debit* as follows : 

Rebate acct. Per inv. No. 6 69.41 

Silk and Thread. Per inv. Nos. land 2 287.50 

Bands, Boxes, & Cases. Per inv. Nos. 3 and 5 75.00 

Mdse. Inv. 6 and 4 (less rebate) ^720. 84 

To Accts. Pay. Total Purchases 4158.75 
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MEMORANDA OF TRANSACTIONS FOR OCTOBER (Continued). 

This book contains all of the bills bought on time which are entered by consecutive numbers. The aggregate debit 
to each account may be determined upon a tablet and then each debit item explained by its consecutive bill number fol- 
lowing the charge to any particular account. 

Strike a balance ia the Main Cash Book after you prove that the balance founa is the correct one, 
which proof is the sum of the bank balance and the Daily Cash balance. 

In closing the Sales Book care should be observed in adding the number of dozens sold during the 
month. Do not include the dozens returned. Enter the net dozens sold in the Mdse. acct. as per 
illustration, page 106. 

The following are the inventories: 

Silk and Thread on hand 212.00 

Mdse. Skins undressed and in process of tanning 2144.97 

Gloves made up: 5 doz. 715, 10 doz. 705, 5 doz. 415, 10 doz. 430, 6 doz. 435, 

lOdoz. 452, 20 doz. 440 968.95 3113.92 

Traveling Expenses, unexpended 24.34 

Real Estate, estimated 45000.00 

Machinery, estimated 27000.00 

Furniture, 10^ less than cost ., 

After crediting each account inventoried with the goods on hand in red ink close the debit balance 

of the following accounts into Mdse. acct. {see illustration, page 196): Freight & Cartage, Bands, 

Boxes & Gases, Silk and Thread, Buttons, Labor, Salary, Manufacturing Expense, and Traveling 

Expenses. After these accounts are transferred, take off a second trial balance and then close the 

Ledger. The Net Gain is 3720.47, which close into the proprietor's private account. 

The memoranda for the month of November following is a continuation of that of the manufacturing business Just 
finished. The current condition of the business remains unchanged, and the business record is kept in the same set of 
books. The management of the business, however, for the coming month, is in the hands of an unincorporated Joint 
Stock Company, know4i as the Danl Dunning Glove Co. Before commencing the work of the memoranda, the student 
should master the introductory explanations and directions. No new books are to be opened, but the record for Novem> 
ber is to be made in the books used by the student for the October memorands. 
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Joint Stock Companies ' are associations for the transaction of business and are intermediate 
between Corporations known to the common law and ordinary partnership, and partake of the nature of 
both. *They are not partnerships, for their members are organized as an aggregate body; nor are 
they pure Corporations for their members are each more or less liable for all of the debfcs of the company. 
' The main advantages of Stock Companies over pure partnerships are that a stockholder can sell or 
assign his interest in the business without working a dissolution of the business, and that a larger num- 
ber of persons can associate together in a practical way, the business being conducted by a managing 
board. * When incorporated a Joint Stock Company is known as a Corporation and receives from the 
State its charter and seal. *It8 joint stock is divided into a large number of shares and being at law 
" a person which exists in contemplation of law only, and not physically," the shareholders are not 
individually liable in their private capacity for the acts or contracts of the oflScers or members. * But 
when unincorporated they are known as Joint Stock Companies, and of them it has been claimed that 
while they were created to obviate the consequences of an ordinary partnership, yet in absence of any 
special law they are partnerships, and in general governed by the same rules; that, although the stock 
is divided into shares transferable by delivery and the business conducted by a board of directors, yet a 
stipulation in their articles limiting the responsibility of the members to the joint fund will not operate 
to prevent the general liability of each of the members for all of the debts of the company. 

' There are no statutory regulations governing Stock Companies in any of the States of the Union 
except New York. "In each of the States, except New York, therefore, they are merely partnerships 
and are in general subject to all the rules governing that branch of law. * However, as many of the Joint 
Stock Companies of New York do business in most of the other States, the New York statute law has 
more than a local application, a brief synopsis of which is given herewith. " In 1849 an Act was passed 
giving certain special privileges to unincorporated Joint Stock Companies. In 1854: the Act was further 
amended. " In their articles of association it may be lawful for Joint Stock Companies to agree that the 
death of a stockholder or the assignment of his stock shall work no dissolution; nor shall the company be 
dissolved except by judgment of a court for fraud in its management, or in pursuance of its articles of 
association. In 1885 record evidence was provided for in which Joint Stock Companies are required to 
file with the Secretary of State and with the clerk of the county in which said business is located, certifi, 
cates in duplicate in the month of January of each year, said certificates to be in writing, sworn to and 
signid by the president and treasurer of the company enumerating all the certain facts pertaining to the 
articles of association and to the organization. The certificates so filed, the records thereof and copies of 
the record shall be presumptive evidence in any court of the truth of all the facts therein stated. " They 
can by their articles devolve upon any three members the sole management of their business. " Upon 
the consent in writing of three-fourths of the members the capital stock may be reduced to a sum not 
less than the actual called in capital stock, provided the unexpended cash in the treasury is sufficient to 
pay off the outstanding liabilities. "Whenever the stock is less than one hundred thousand dollars the 
number of directors may be reduced to not less than seven members. 

"The New York Statutes above referred to may be summarized as follows: Joint Stock Com- 
panies, like corporations, can sue and be sued in a single or collective manner, to wit: the name of their 
president or treasurer. " Their property or capital is represented in shares and certificates of stock 
differing in no respect from shares and stock certificates in corporations. " The death of a member, 
his insolvency, or the sale or transfer of his interests is not a dissolution of the company. " They 
can take and hold real and personal estate in a collective capacity and in perpetual succession. They 
have perpetual succession or what is sometimes called the "immortality of corporations." But *' the 
immortality of corporations means only its capacity to take in perpetual succession so long as the cor- 
poration exists. "^ On the other hand Joint Stock Companies have no right to use a common seal, and 
unless specially regulated by statute are personally liable for the debts of the association the same as in 

partnerships. 
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SUBSCRIPTION LIST AND INSTALLMENT BOOK COMBINED, 

of The Dan'l Dunning Glove Co. Capital Stock, $150,000.00, divided into Fifteen Hundred Shares 

of $100.00 each, payable in four installments. 



SUBSCKIBED. 




PAID. INSTALLMENTS OF 25 PER CENT. EACH. 




DATE. 


NO. VAL. OF 
SHAR'S KHAR'S. 


SIGNATURE. 


1 

cumrt- 

FICA1K 
50. 1 


FIRST 
IK8TAIXMENT. 


SECOND 
INSTALLMENT. 


THIRD 
INSTALLMENT. 


FOURTH 
INSTALLMENT. 


IN WHAT 
PAID. 




DATE. 


AMT. 


DATE. 


AMT. 


DATE. 


1 
AMT. 


DATE. 


AMT. 


Nov. 


1 


1200 

10 

50 

200 


120000 
1000 
5000 

20000 


00 
00 
00 
00 


Don' I DuQoia^. 
M. L. Ensig-n. 
E. L. Graves, 
M. Stover, 


1 

2 

8 ; 

ft 
4 

1 


189-. 
Nov. 


o 


8 8 8 8 


Nov. 


2 


anooo 


1 

00 


Nov. 


2 


30000 


00 

1 


Nov. 


2 


30000 


00 

1 


Sundries. 

Cash. 

Cash and note. 

Gash and note. 



" By many leading business men and political economists of the present day it is thought that 
unincorporated Joint Stock Companies are more desirable than Corporations for carrying on ordinary 
mercantile or manufacturing business. "Joint Stock Companies more often partake of the nature of 
cooperative societies for the equitable distribution of profits, while "Corporations are usually considered 
as organizations of capital into monopolies. '^It is certainly true that as the members of Stock 
Companies are liable, like the members of a partnership, for the debts of the company, an unincor- 
porated Joint Stock Company can go into the market and command a greater credit than can an 
organized Corporation whose members are liable only to the extent of their paid-in capital stock. 

■* In view of this, the work in this set has been confined to unincorporated Joint Stock Companies, 
as they are regulated by statutory provisions in the State of New York. ** The books of the treasurer 
(which are the books in the business department and are kept by the book-keeper), are the same in 
detail and scope as in the counting-room of a Corporation or of a Limited Stock Company. 

Object of the Set. — "The prime object of the present set is to indicate the method of changing 
the books of an individual or a partnership business to those of a Joint Stock Company, and that 
without discarding the old set of books; and in doing this both the method of opening a set of books 
for a Joint Stock Company and its continuous record will necessarily follow, with full explanations, as a 
secondary object. 

" In this country, where the manufacturing business has been fostered to such an extent by the 
general government, and where the reputation and trade of a business which has been built up is being 
more and more recognized as representing in itself a positive, tangible value, known at law as "good 
will," Joint Stock Companies and Corporations are rapidly increasing in the manufacturing business. 

" In discussing the method of keeping the records of Joint Stock Companies, no reference is made 
to those organizations which are formed upon paper and without capital; nor to the method of keeping 
fictitious accounts based upon inflated values, called the "watering of stock.'* ••The set has to do 
entirely with legitimate business, and the plan of the work is to record the actual business transactions of 
Joint Stock Companies, based upon the maxim that " a business transaction is an exchange of values.'' 

* Books Required. — ** The books required by the secretary to keep the oflScial records of a Joint 
Stock Company, are: Minute Book, Subscription Book, Stock Certificate Book, Transfer Book, Install- 
ment Book, Stock Ledger and Dividend Book. " In these books are to be entered a record of the 
proceedings of the board of directors, and also a record of the official acts of the officers. " Of these 
records the secretary is the custodian, and for their safe keepir g the board holds him responsible. " The 
financial agent of the company is the treasurer, who has full charge of the finances of the company, 
and who is usually made responsible by being required to give an indemnifying bond. " He is custo- 
dian of all stock for sale, and has full charge of the counting-room work. "Under him the book-keeper 
acts in a clerical capacity. 

" The Minnte Book is the book in which a record of the proceedings of all meetings of the stock- 
holders and directors is kept. " The record is kept and signed by the secretary and it is also signed by 
the president. " The value of this book cannot be overestimated, as it is often required to bo produced in 
court in cases of litigation; and by the records therein compiled the officers of the company are to find 
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(BACK OF CBRTiriCATE.) 

For value received, O^ hereby assign and trans- 
fer to S. 3!. J2^'i€i^ed, 60 shares of the 
Capital Stock represented by the within Cer- 
tificate, and do hereby constitute and appoint 




O/iH^^ 



y^. 



e^^yyuj' Attorney to transfer the 



said stock on the books of the within-named h 

3 

Company, with full power of substitution in the > 

8 

o 

premises. 



^€^>t * ^y/t€'^t'n4^>l^. 



a: 

94 




Date. K^T^ity S, /JffO. 



Signed in the ) 
presence of J 




^a^i^/t^ vVa^*^. 



STOCK CERTIFICATE BOOK AND 

CERTIFICATE No. 1 

(BACK or CERTIFIGATB STUB.) 



DATS. 



Nov.il 
2 



May 1 
Mayil 
5 



May 5 



wn. am MM 

IMUBb. 



200 
1000 



KO. SIC'B* 



60 



BALA no 
■ ■LD. 



1150 



EXPLANATION. 



At par. 



Cash on 

Dlv. jtl. Pd. 
Transferred to 
£. L. Graves. 



PAID <nr 

DirtOBKIM. 



7000 
1400 



00 
00 



PAR VAI» 



20000 



00 



100000 00 



the necessary authority from the board of directors for their official acts and by which their administra- 
tion may be vindicated. ^" This book should^ at all times, be in the possession of the secretary of the 
company. ** With the Minute Book and the other official records the book-keeper has nothing to do, 
except upon information furnished by the secretary, which information is furnished in memorandum. 

" The Sabscriptlon Book is the financial basis of all Stock Companies. ** In it each person who 
desires to become a stockholder in the company, when organized, subscribes for the number of shares 
that he wishes, and by signing his name he becomes personally pledged to the company for the full, 
actual value of the stock for which he subscribes, and the written promise thus made becomes a resource 
to the company. "This book is usually headed with the name of the company (which name should 
commence with the word " The " and end with the word ** Company" ), the nominal amount of capital 
stock, the number of shares into which the capital stock is divided, the nominal cost per share, the per 
cent, of assessment, and such other information. as may be peculiar to the organization. 

" From the information furnished in this book by the secretary, the book-keeper enters a history of 
the subscription in his Journal and makes a Journal entry as follows: *' Subscription to Capital Stock." 
** The amount of capital stock represents the nominal capital of the company and the account of Sub- 
scription is a resource and sustains the same relation to the business as the accounts of Bills Rec. and 
Accts. Rec, which are aggregate accounts of individual promises to pay, the details of which may be 
found in the Bill Book and the Sales Ledger. 

*'' The Stock Certificate Book is a bound book of blanks with stubs {see illustrated Slock Certifi- 
cate Book, page 208). " The capital stock of a company is divided into shares, which are simply equal 
component parts of the whole capital. " The stock certificate certifies that the holder is entitled to a 
certain number of shares of the capital stock of the company, and that they are transferable either in 
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STOCK LEDGER COMBINED. 

DANIEL DUNNING 



(TACK OF CKRTIFIGATB STUB.) 



DATE. 



Nov. 



Bfay 
Bfay 



1 

3l 



pcm. CT. 
AWKauD. EXPIiANATION. 






NO. 



Cash. 
Sundries. 



Dividend. 
Dividend. 



1 
1 



R*TE 



75f 






DIVID'DS. 



7000 
1400 



00 
00 



AUT. PD. 



20000 
100000 




person, or by attorney, on the books of the company, but only upon the surrender of the old certificate. 
•• The certificates are numbered consecutively and are signed by the president and treasurer. " Prom 
the stubs, which are filled out by the secretary before the certificates are torn out, the book-keeper 
records the history in his Journal, and then makes the Journal entry, " Installments to Subscription. *' 

*' The Transfer Book is a book in which are recorded all transfers of stock made by a stockholder 
to other parties. "The transfers thus recorded {see illustration, page 210) are signed by the parties 
transferring the stock, or by their attorneys. ** This transfer is also endorsed upon the back of the 
certificate, as per illustration, page 208. 

**The Installment Book is a book showing when each installment is due, the amount to come 
due, and when and how paid. 

"The Stock Ledger is a book ruled in convenient form to represent each stockholder's relation 
to the capital stock. *^ Primarily the number of shares only were entered in the account with share- 
holders in the Stock Ledger, and the whole number of shares were entered in Capital Stock account in 
the same ledger. "But the custom has obtained with many Stock Companies interested in the manufac- 
turing business, or in any business where a fixed value is considered for the stock, to debit the account 
with the numbers of shares issued and also with their value, and to credit the account with the install- 
ments or assessments, in whole or in part, as payments are made. 

" The Diyidend Book is a book compiled by the secretary based upon information contained in the 

balance sheet of the financial department, which is furnished by the book-keeper. *• The book contains 

a detail of the separate amounts to be divided among the stockholders of the company. "' These amounts 

are based upon the number of shares, at their j9ar value, held by each shareholder. '* The dividend ifl a 

14 n 
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TRANSFER BOOK. The Dan'l Dunning Glove Co. 



No. /. 



FOH VALUE RECEIVED, c/ HEREBY ASSIGN AND TRANSFER UNTO ^ 3^. J^i 



a^^^ 



ALL ^^ny RIGHT, TITLE AND INTEREST IN C^^-/^^ SHARES OF THE CaPITAL StOCK OF 

^Ij^ ^Ott'I ^ttHmj ^\^n ^mirttttft, now standing on the books of THE CoMPANY IN 
^^■J^ NAME. 








n-^t. 



t€ji-*ieyt 



f 



Dated this s/d day of \yy/a.t^, 18^-. 
No. Certificate Surrendered, {:yU, /. 
No. Certificate Issued, (^^. J^. 



No. 



DIVIDEND BOOK 

Dividend No. 1 of The Dan'l Dunning Glove Co., May 1, 189-, of 7 per cent 



DATE. 



May 



SHAREHOLDER. 



Danl Dunning. 
M. L. Ensign, 
E. L. Graves, 
M. Stover, 



it 


NO. OF 


PAR VAU 


AMT. OF 


WHEN 


1 


SHARES. 


OF SHARES. 


DIVIDEND. 


PAID. 
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120000 


00 


8400 


00 


May 


1 


2 


10 


1000 


00 


70 


00 






3 


50 


5000 


00 


850 


00 


May 


5 


4 


200 

1 

1 


20000 


00 


1400 


00 

1 




6 



SiGNATCKE FOR PAYMENT. 



Dan'l Dunning. 



E. L. Graves. 
M. Stover. 



certain per cent, compnted upon the capital stock and is determined by finding what per cent, the net 
gain of the business is of the whole capital invested, "This dividend is ordered to be paid by the board of 
directors at a regular meeting, and the rate of dividend should always be based upon the amount of the 
net gain as exhibited in the balance sheet. "When the dividends are declared and the record is compiled 
by the secretary, the book-keeper makes the following entry in his Journal: Loss and Gain to Dividend. 
As each shareholder is given a check signed by the treasurer, he is required to receipt the Dividend 
Book {as per illustration, page 210), and the book-keeper charges the total amount of checks drawn to 
Dividend account in one amount in the Cash Book. 

"Books Special to this Set. — The books enumerated above are described as they are used when 
bound separately. The books special to this set are: Subscription Book and Installment Book combined, 
. and Stock Certificate Book and Stock Ledger combined. 

" Tlie Subscription and Installment Book {see illustration^ page 207) is based upon labor- 
saving principles by combining two books into one, thereby saving much detail both in writing names 
and in making transfers. 

"The Stock Certificate Book and Stock Ledger combined, is bound in stub form as per 
illustration, page 209. "The value of a certificate is determined, not by any value fixed upon a certifi- 
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cate as such, but by the number of shares certified to in the certificate. " The certificate is usually filled 
out for the whole number of shares subscribed, although the subscriber may have several certificates 
which together would aggregate the number of shares subscribed; or, the subscriber may surrender an 
old certificate in exchange for two or more new ones, — the new ones aggregating in the number of 
shares the same as the old one surrendered. "'"The certificate is filled out by the secretary (the stub being 
filled out before), and it is then signed by the treasurer and president. By examining the illustration 
on page 209, it will be seen that the stub is combined with a Stock Ledger, and by it can be determined 
the number of shares issued to a stockholder, the aggregate value of same, the installments paid, and 
the balance, if any, that remains to be paid. Also in this record is kept an account with dividends 
declared and the payments made thereon. 

The record of the proceedings of a Stock Company, or Corporation, is often confounded with the 
business record. The first record is made by the Secretary in a journal of the proceedings called a 
Minute Book. The second record, that of the business department, is kept by the book-keeper in a set 
of books, and the two are separate and distinct from each other. 

But as a matter of history, and too, as a reason for a change in the nature of some of the accounts, 
an abstract of the Minute Book of The Dan'l Dunning Glove Company, organized from the individual 
business in the last set into an unincorporated Joint Stock Company, is herewith submitted. 

« 

MINUTE BOOK. 

Glove City, N. Y., Oct. Slst, 189-. 

At a meeting of business men held at the o£9ce of Dan'l Dunning, Manufacturer of Gloves and Mittens, on the Slst 
day of Oct., 189-, there were present, Dan'l Dunning, M. L. Ensign, E. L. Graves, Mark W.* Stover, James T. Allen, 
Erastus Green, Myron Grlffls, Peter G. Turner and Frank W. Ladd. ^Tr. Dunning called the meeting to order, and 
submitted a proposition to form a Stock Company for the manufacture of Gloves and Mittens, and to sell, to said Company 
his business and resources, said Company to assume and pay-off all liabilities as per his October Balance Sheet, which he 
submitted. Based upon the real capital as represented in the Statement presented, he claimed that the gain for a pteriod 
of 1 year is eqiuvalent to a dividend of 10 per cent, on a capital stock of one hundred and fifty thousand dollars, and a 
reserve fund of 2 per cent. He proposed that in organizing a Stock Company that it should be organized under the laws 
of the state governing unincorporated Joint Stock Companies, for the reason that a better credit could be mamtaincd in 
the market than under an incorporated company. That a capital stock of one hundred and fifty thousand dollars should 
be organized and divided into 1500 shares, at the par value of one hundred dollars each, he reserving the right to purchase 
a majority of said stock. On motion of M. L. Ensign, a temporary organization was effected, with Dan'l Dunning as 
chairman and E. L. Graves as clerk. On motion of Mr. Stover, 3Ir. Dunning was requested to furnish for their consider- 
ation, at an adjourned meeting, a detailed inventory of his resources based upon a cash standard, his price for the good- 
will of his business, and a detail of all liabilities; and for the clerk to provide a Subscription Book, to be ready at the 

next meeting. Adjourned to Nov. 1st, at 9 A. m. 

DAN'L DUNNING, 

E. L. Graves, Clerk, Chairman. 

Nov. 1st, 189-. 
Meeting called to order pursuant to adjournment, with Dan'l Dunning, M. L. Ensign, E. L. Graves, Mark Stover 
and Erastus Green present. Mr. Dunning in the chair. The detailed statement requested to be furnished by Mr. Dun- 
ning was filed as follows: 

RESOUBCES. LIABILITIES. 

Accounts Rec, per Schedule "A." 3196.75 Accounts Payable, per Schedule "H," 75.00 

RealEstate, per Schedule "B." 45000.00 Bills Payable, per Schedule "I," 9000.00 

Machinery, per Schedule " C." 27000.00 ^ .. ,. ^.,. . TZ,TZi 

Merchandise, per Schedule "D." 3118.93 ^^^«|^!,^^^^!^^^^^^^^^ ^^^'^ 

Furniture, per Schedule -E." 457.20 r>anl Dunmng, Priv., 3660.47 

Rebate, per Schedule -F." 895.91 Stock - Investment, _ 75356.33 

Silk and Thread, per Schedule " G," 212.00 

Traveling Expenses, unexpended, 24. 34 

Cash, on hand, _ 8191.68 



Total resources, 88091.80 Total, 88091.80 

Accompanying the statement was a written proposition to sell the plant and good-will for one hundred and fifty 
thousand dollars, he turning over to the company the total resources and liabilities as above scheduled, together with the 
good- will of the business forever, which is valued at 75,000, or exactly, a value of 74,643.67 on the good- will. It was 
further proposed to issue paid-up shares at the par value of 100.00 per share, and that for the sale of 150,000.00 there 
should be paidi therefor 1,200 shares of stock at par, and the balance in cash. 

On motion of E. L. Graves the report was received and filed. The following resolution was then introduced by M. 
L. Ensign and unanimously adopted: 
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Resolution--by Mr. Ensign: 

**Be9olved, That it is the sense of this meeting that an unincorporated Joint Stock Company be organized for the 
manufacture and sale of Gloves and Mittens, in Glove City, N. Y. . to be known as the Dan'l Dunning Glove Company; 
that the proposition made by Dan'l Dunning, and on file, dated Oct. 31, 18d-, be accepted, and that the chair appoint a 
committee of three, to act with himself, to take such steps as may be necessary under the laws of the State of New York 
governing unincorporated Joint Stock Companies for the purpose of organizing; and to open a book for the subscription 
of stock." 

The chair appointed M. L. Ensign, E. L. Graves and Mark Stover as said Committee to act with himself, with 
instructions to report on an evening meeting of that date. Adjourned to 8 o'clock p. m. 

' DAN'L DUNNING, 

E. L. Gbayes, Clerk, Chairman. 

Thus far the proceedings of the business men recorded in the above Minute Book are preliminary 
and in no way binding upon those present. The record simply represents the manner of organizing in 
a deliberative and business-like way. If, however, an organization be effected subsequently the minutes 
of the preliminary meeting will form a part of the' whole, and as such are valuable and must be spread 
upon the records. 

Nov. 1st, 189-. 
At an adjourned meethig of the business men held at the office of Daniel Dunning for the purpose of organizing a 
Joint Stock Company for the manufacture of gloves and mittens, there were present Daniel Dunning, E. L. Graves, M. 
L Ensign, Mark Stover, James T. Allen, Erastus Green, Myron Griffis and Frank T. Ladd. The meeting was called to 
order by the chair and the following report was introduced by Mr. Ensign and read by the clerk: 

" Gentlemen: — We, your committee appointed to take such steps as were found necessary to organize an unincorpo- 
rated Joint Stock Company under the laws of the State of New York for the manufacture and sale of gloves and mittens, 
beg to report as follows: Your committee, through an attorney employed for the purpose, has prepared the necessary 
preliminary papers, which, as soon as the stock is subscribed and the officers are elected, must be certified to by the treas- 
urer and president in duplicate, one to be filed with the Secretary of State and one to be filed with the Clerk of this 
county, all of which is in pursuance of the statutes made and provided, regulating the organization of unincorporated 
Joint Stock Companies in the State of New York, the certificates of which are hereunto attached. Your committee would 
therefore recommend that the Stock Book be opened and as soon as the necessary amount of stock has been subscribed and 
the articles of association are entered into that an election of a board of directors and officers shall take place. 

M. L. Ensiok, 
E. L. Graves, 
Mabk Stoveb, 
Dan'l. Dunning, 
Nov. 1st, 189-. 

The report was received and ordered to be spread upon the records and the committee was discharged. 

Upon inquiry the clerk reported that the Stock Book had been opened and that the full amount of stock had been 
subscribed as follows: Daniel Dunning, 1200 shares; E. L. Graves, 50 shares; Mark Stover, 200 shares: M. L. Ensign, 
10 shares; Jas. T. Allen, 10 shares; Erastus Green, 10 shares; Myron Griffis, 10 shares; Frank T. Ladd, 10 shares. 

On motion of M. L. Ensign articles of association were entered into. (See AppeTidtz for these articles.) After 
the articles were entered into the following officers were elected : President of the board of directors, Dani Dimning ; 
treasurer, M. L. Ensign; secretary, E. L. Graves; directors, Dan'l. Dunning, Mark Stover, E. L. Graves, M. L. Ensign, 
James T. Allen, Erastus Green and Frank T. Ladd. 

On motion of Mr. Stover the secretary and treasurer were instructed to receive the transfer of the accounts, good 
will, books and papers from Daniel Dunning for and in the name of the company, and to report at the next meeting. 

The chair ordered the clerk to file with the Secretary of State and with the Clerk of the county the preliminary papers 
as per report of the committee and to have such evidence of record ready at the next meeting of the directors. 

The secretary was instructed to order the necessary books and blanks for the directors. 

On motion of Mark Stover the following officers of the business department were elected by the directors for one 
year: Daniel Dunning, superintendent, at a salary of 1800.00; M. L. Ensign, treasurer and financial agent, at a salary of 
1600.00 per year. 

On motion of Mr. Ensign it was ordered that the business record of the company be continued in the old books of 
Daniel Dunning, and that the treasurer have the book-keeper furnished with the proper information from the Minute 
Book necessary to change the books from a single proprietorship to those of the Joint Stock Company, and to furnish the 
directors at their next meeting a trial balance of the ledger immediately after such change has been made in the books. 

Adjourned to 2d inst. at 2 p. m. 

E. L. Graves, Daniel Dunning, 

Secretary, President, 



Committee. 
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NOVEMBER 1. 189-. 

The Daniel Dunning Glove Co. has been organized this day as a Joint Stock Company for the 
manufacture of gloves and mittens. Daniel Dunning has transferred to the company his entire business 
for the consideration of 150,000.00, and by this record now made and the accompanying entries the 
individual books of Daniel Dunning become in name and in fact the books and records of the Daniel 
Dunning Glove Co., the subsequent record of which is to be continued in the old books. 

The conditions of the sale and transfer are as follows: Based upon a capital stock of 150,000.00, 
all of which has been subscribed, Mr. Dunning has transferred all his right, title and interest in his 
glove and mitten manufacturing business to the new company for the sum of 150,000.00, he to receive 
therefor 1200 paid up shares of the capital stock at 100.00 per share, and the balance of 30,000.00 in 
cash. His interest in the old business, as represented by his Investment acct., is 75,356.33. The good 
will which he transfers he values at 74,643.67, which totals the consideration of 150,000.00. 

A receipted bill of sale has been executed for all goods, chattels and accounts; and upon which 
said bill of sale there are credited the liabilities of Daniel Dunning as assumed by the new company. 
Mr. Dunning has also deeded to the directors as trustees for the company the real estate as scheduled 
> in the Balance Sheet, and has transferred to the company the balance of the bank account by a check 
signed by himself payable to M. L. Ensign, treasurer. {Copy above in your Journal between the date 
line on the left and the first money column on the right. Drop a line after completing the above and then 
ynake the following entries:) 

"Subscription acct., 160,000.00; To Capital Stock, 160,000.00. The following stock has been 
subscribed as per Stock Subscription Book, folio 1: Daniel Dunning, 1200 shares; Mark Stover, 200 
shares; E. L. Graves, 50 shares; Frank T. Ladd, 10 shares; Erastus Green, 10 shares; James T. Allen, 
10 shares; Myron GriflSs, 10 shares; M. L. Ensign, 10 shares — 1500 shares." "Daniel Dunning, 
Investment acct., 75,356.33. Good Will, 74,643.67. To Daniel Dunning, Private, 150,000.00.— For 
his interest in the business as per bill of sale on file, which amount is now due him in private acct." 
"Dan'l Dunning, Priv., 120,000.00; To Subscription, 120,000.00. Paid Daniel Dunning on acct. of 
transfer, by 1200 shares in Capital Stock, as per Certificate of Stock No. 1, delivered." 

The above openlDg history and the entries following it are to be made in the JournaL It will be seen that instead of 
opening new books the business record continues in the old books. The history of the organization of a Stock Company 
and the transfer of assets, good will and liabilities from a single proprietary business to a Joint Stock Company marks an 
era in the books, and the entry " Subscription Acct. To Capital Stock " indicates a new classification of accounts. But 
this new classification is not complete until the next entry is made which transfers the Stock or Investment acct. of 
Daniel Dunning, 75,856.88, to his private acct, at which time he is also credited for the good will of his business, 
74,648.67. It is evident that there could not be represented a Capital Stock acct. of a company of 150.000.00 (in Which 
Daniel Dunning's interest of 120,000.00 is represented), and the private Stock acct of Daniel Dunning, upon the same set 
of books. , 

Upon the completion of the second entry the books are fully opened in the name of the Stock Company. 

Subscription acct. in this set is a real acct., and as a resource sustains the same relation to the concern as Bills Rec. 
acct., both representing written promises. 

Capital Stock represents the aggregate nominal capital (which in this set represents also the real capital), as it shows 
the real difference between the resources and outside liabilities of the Company. 

" QtooA Will " represents the value of the business, which value is real instead of fictitious, for, in the transfer Dan'l 
Dunning makes over his established trade based upon years of experience in business. 

Should Daniel Dunning desire to go into business again he could not, by the conditions of the sale of his business, 
resume the manufacture and sale of gloves and mittens. And this reputation for his goods and the trade built up there- 
for, and which he has surrendered, is owned and controlled by the company and represents a resource to them. For it 
will not only result in profit to the concern but it is something that the company can sell and transfer for value. 

The next entry — "Daniel Dunning, To Subscription" — is made in the regular way of business. Daniel Dunning 
has had delivered to him 1200 shares of the capital stock of the company as per certificate No. 1, and the 120,000.00 value 
of same is charged up in his private account against the 150,000.00, and in part payment therefor. 

After posting the above entries the student will take off a trial balance. Notice that subscription 
account is debited with 150,000.00, which represents the amount subscribed for, and credited with 
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120,000.00, wliich represents the amount of stock delivered. The debit balance shows 30,000.00, which 
amount represents the balance of stock subscribed for and not yet issued, as shown by the Stock Sub- 
scription Book. 

The following additional stock has been issued and settled for as follows: Mark Stover, 200 sharet^ 
at 100 per share. Received therefor on first installment of 25^, 6000.00, as follows: — Cash, 2500.00, 
his 30-da. note for 2500.00, endorsed by E. M. Moodey and James W. Brown; the balance to be paid 
for in installments of 3 mos., 6 mos., and 9 mos., respectively. {Enter as follows: Daily Cash Balance 
Booky Suiscription accL, per Mark Stover ^ 2500,00; Journal, Bills Rec. To Subscript io7i. Received or 
Mark Stover his 30-day note in balance of payment on first installment for subscription to stock as per 
stock booky 2500,00 Also in Journal debit lnstalline7it accL for 15000.00, explmning as being the baknia 
due 071 i7istalhnents two, three and four, of 5000.00 each as per Installment Book, and credit Subscription 
acct. for the total arnount of I7istall7ne7it acct., 15000,00,) 

The credit to Subscription acct. does not indicate or mean that 20,000.00 ^has been paid on subscription acct., but 
that 20,000.00 in stock that was subscribed for has be^n issued. Should you now stop and post the above entry your 
Subscription acct. would show a debit balance of 15,000.00, which debit balance shows that there is 15,000.00 worth of 
stock yet to be issued on the original amount subscribed. 

Stock is usually sold on installments or assessments, and ''Installment" acct. in the main Ledger represents the 
amount to come due on unpaid stock at stated periods. Sometimes the Installment account is divided into separate 
accounts in the ledger as it is to mature. In that case the above would be entered in separate accounts and headed on the 
ledger as follows: Second Installment, Feb. 1, 189-. Third Installment, May, 1, 189-. Fourth Installment, Aug. 1, 189-. 

Each account would be debited with one-fourth of the 80,000.00 unpaid on Feb. 1st 

Ordinarily Corporations issue Installment Scrip to stockholders for their assessments as fast as paid, and when all the 
assessments are paid the Installment Scrip is taken up, cancelled, and a Stock Certificate issued. But in unincorporated 
Joint Stock Companies, usually certificates of stock are issued direct. No stockholder can negotiate his stock except as 
transferred upon the books of the company, nor can he vote at any of the meetings of the stockholders unless all assess- 
ments are paid. When Installment Scrip or Stock Certificates are redeemed, they should be cancelled by writing the word 
" Cancelled " across the face, together with the date and the number of the new certificate or script issued in lieu thereof. 
When cancelled it should be pinned or pasted to the stub from which it was originally detatched. Cancelled scrip, or 
certificates, are never destroyed except upon order of the board of directors, when it is burned in presence of, and at an 
open meeting of the board. 

E. L. Graves is issued a certificate for 50 shares, one-fourth paid for in cash and the balance to be 
paid for in three installments. (C. B, and Journal,) 

Frank T. Ladd, Erastus Green, James T. Allen, Myron GriflSs and M. L. Ensign are each issued a 

certificate for the 10 shares subscribed for by them, each paying thereon one-fourth in cash, the balance 

to be paid in three installments as above. 

Subscription account now closes, which indicates that the 150,000.00 subscribed for has been taken. Installment 
acct. has now a total of 22,500.00, which shows that there is due on installments that amount and which may be verified 
by the Installment Book. 

NOVEMBER 6. 189-. 

Tl^e stubs of the Check Book show the following payments made: Nov. 2d, Boice Bros., 75.00^ 
for invoices Oct. 6th, 33.50 and 41.50; James P. Owen & Co., invoice blank books for the secretary, 
35.75; 2d, Bank, for note due to-day, 3000.00; Daniel Dunning, part payment on acct., 2000.00. 
{Filter i?i C, B. Chai^ge bkink books to Bxj)e7ise. Commence your checks at No, 1 again as it will 
indicate the C07nmencement of the 7iew baiik acct.) 

As the stub of the Check Book is the basis for transfers, make the stub full and complete regarding the check issued. 
State name, date, and for what accts.; state discount, rate, freight, etc., which may be deducted. If on acct. and to pay 
some particular bill, state the particular bill to be paid. A check is not necessarily a voucher to the end that credit should 
be given in acct It simply answers as evidence that money was paid, but for what the money was paid might require 
testimony to determine. Some business houses draw all checks payable to their own order and then on the back endorse 
over, for instance, as follows: " Pay to order Boice Bros, on acct. for Oct. 4th invoices/' in which case a check so drawn 
would be a competent voucher in any court 

The Cash Balance Book for the week shows the following receipts and payments: Nov. 1st, Bal- 
ance in safe, 274.00; Mark Stover, on subscription, 2500.00; E. L. Graves, on subscription, 1250.00; 
Frank T. Ladd, on subscription, 250.00; Erastus Green, on subscription, 250.00; James T. Allen, on 
subscription, 250.00; Myron Griffis, on subscription, 250.00; M. L. Ensign, on subscription, 250.00; 
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2d, Lincoln & Co., per draft on New York, 314.90, for in v. Oct. 12th, less 6^; 3d, Wells, Hunger & 

Co., per draft on New York, 240.64, for in v. Oct. 8tli and 3 let, less 6j^. Cash sale to Marlborough & 

Co., St. Joseph, Mo., per draft on New York, 10 doz.. No. 440, less 6^. Total debit, 6149.14, 

Payments: Petty expenses for the week, per P. E. B., 19.82. Deposited 5874.14; balance in safe, 

255.18. {Enter in C. B. Tlie entries to Subscription acct, have already been explained.) 

Ordinarily the treasurer of a Joint Slock Company acts as cashier and as such he usually keeps the record of the 
Petty Cash Book and the Check Book. Sometimes, however, the book-keeper would act for him as his confidential man. 
In thiB set division of labor is recognized, and therefore a summary of each book of original entry will be given at the 
end of each week. 

The following invoices have been checked off by the superintendent: 2d, Brown, Joice & Co., 
invoice Mantamora buckskin, 2314.20, rebate 5^; 3d, Boice Bros., invoice cases, payable at the end of 
the month, 22.75. {Enter in Acct. Pay. Booh.) 

Remitted, per draft on New York, 1291.01 on acct., to Brown Joice & Co., to pay for invoice 2d 

inst., 2314.20, less interest off for 30 days, 11.57; rebate as per acct. in Ledger, 1011.62; check for 

balance, 1291.01. Paid exchange on draft, in cash, 35^. {Tliis is entered in the Petty Expense Book, 

and will be apart of total when reported. Mark " paid^* in the Acct. Pay. Book, entering all the detail 

there. In C. B. enter '^Brozon, Joice <& Co., check, No. — , on invoice 2d inst., less i^ for 30 days, and 

rebate acct., 1011,62." Extend the amount of interest into the discount column and the arnount of the 

check into the Net Cash column and also into the Memo. Bank column. Immediately beneath charge 

Broum, Joice & Co for ** rebate as per Ledger, folio — " aiid extend the 1011,62 into the net cash column, 

writing the word " Contra" on the explanatory line. Upon the opposite or debit side of the C. B. urrite 

'^Rebate acct. — for settlernefit Brown, Joice & Co.," and extend the amount into the General column.) 

The reason for making the above contra entry in the C. B. is that the transaction is substantially a cash transaction 
and a contra entry is made in the C, B. that all of the different factors of the settlement may appear in one place. Should 
the book-keeper prefer, however, to make a Journal entry, the explanations should be full and complete, leaving nothing 
to be inferred. 

The Shipping-Sales Book shows the following sales on acct. : 2d, Bamham & Wood, terms reg- 
ular, 10 doz. 715 ; 5 doz. 710; 2 doz. 625. 3d, Lincoln, Jones & Co., successors to Lincoln & Co., 
terms regular, 5 doz. 715 ; 5 doz. 625 ; 5 doz. 430. {Enter in S. B. and 0. B. Open a new acct. for 
Lincoln, Jones £ Co., old acct., foL — . Under headline of old acct. write '' Succeeded by Lincoln, 
Jo7ies £ Co., new acct., folio — ," and transfer the balance of the old order to the new acct.) 

Where In the notice of a change it is stated " the accounts of the old firm will be settled by the new firm/' at once 
transfer by ledger entry the debit balance of the old acct. to the new acct But if stated that the outstanding debts will 
be settled by the old firm the old account should remain open until paid. 

5th, Receive per A. M. Express, charges prepaid, the invoice and samples sent M. G. Cooper on the 
14th ult., 18.25. {Enter in S.-S. B., extending the amount into the '^Returned Mdse." column [see 
illustration, page 189^. Do not put the number of doz. in the ^^ Dozens " column, but enter on tlie margin 
so as not to include the total dozens sold.) 

The following orders were received during the week and recorded: Nov. 3d, Bumham & Wood, 

per M. D., terms regular, 10 dozens each, 708, 710, 715, 430, 425, 435, 452, 600, 605; ship on 8th inst. 

5th, Wells, Munger & Co., M. D., 10 doz. 708, 10 doz. 715, 5 doz. 430, 2 doz. 415, 1 doz. 610. Cancel 

old order of 625. Lincoln, Jones & Co., M. D., 25 doz. 710. {Enter %n Order Book adding to old 

balances. After entering the order of Wells, Munger & Co., in their order cancel the balance due on 625 

by writing under the number of dozens remaining due in red ijik the same number of dozens, and in the 

right-hand mar gi7i write ^^Cancelled Nov. 6th, 189-, by letter.") 

In recording orders for goods or in canceling them business men are careful to state "in person" or " by letter/' 
for the reason that if there should be litigation over an account an order by letter would be a question of fact, while an 
order '4n person " would require evidence to substantiate. 

NOVEMBER 13, 189-. 

The Cash Balance Book shows the following record: 6th, balance on hand, 255.18 ; 8th, E. W. 
Woodward, Sons & Co., 878.75, per New York draft for invoice 16th ult., less 5^; Sale of leather clip- 
pings (acct. Mdse. ) from Cutting room, 3.75; Cash bill samples, 1 doz. each, 715, 708, 625, 452, less 
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6^, per New York draft, from Morell & Co. ; 9th, Burnham & Wood, per N. Y. draft for invoice 2d 
inst., less 6^; 9th, Lincoln, Jones & Co., per N". Y. draft, for invoice 3d, less 6^. 

Payments: Petty expenses, per P. E. B., 11.78; advanced John Cooper on labor, 10.00; advanced 
Mary Fish, on labor, 15.00; advanced book-keeper on salary, 15.00; deposited all drafts, 1334.18; bal- 
ance in safe, 207.15. Enter remittance of E. W. Woodward, Sons & Co. in the Main C. B., thus: 

Disct. Net. 

Nov. 8th. Petty Accts. E. Woodward, Sons & Co., Oct. 16. 46.25 878.75 

In posting a credit to an account composed of Discount and Net Cash do not post the total alone but detail thus: 
'Nov. 8th, Cash, 878.75; Disct. 46.25," and extend the 925.00 into the money column. This should be done for two 
reasons: First, to enable one to re-check the cash items, and second, as a statistical reference in subsequent transacticns 
where precedence often decides terms and discounts. 

* 

The Shipping-Sales Book shows the following sales, terms regular: 8th, Burnham & Wood, M. D., 
Case No. 3, i each of the total dozens due them as per 0. B., bill to be discounted on 23d. 10th, Wells, 
Hunger & Co., M. D., Case No. 4, 10 doz. 708, 12 doz. 705, 19 doz. 452, 2 doz. 415, 1 doz. 610. 
11th, Lincoln, Jones & Co., M. D., Case No. 5, 25 doz. 625, 10 doz. 710. 12th, The Montana Co-op- 
erative Association, Helena, Mon., per M. D., Case No. 6, -j^ doz. ea., 710, 708, 625, 430, 452, 415, 
610, 600, 605. (Enter last sale in Petty accts.) 

The stubs of the Check Book show the following payments: 13th, Bronson, Post & Hanover, 
166.40, in payment invoice 10th; N. P. Bradley & Co., 76.56, in payment invoice 8th, less 2^; Glove 
City Gas Co., bill plumbing and repairs, 13.25; E. L. Toby, for painting factory, 85.00, painting 
mill, 120.00, total, 205.00. (C. B. R&tnember that improvemefits on mill property are not charged to 
Mill acct., but to Real Estate,) 

Bought on acct., 5 ds. net cash, of Bronson, Post & Hanover, Portland, Me.: 10 brls., N. F. Cod 
Fish Oil, for mill, 40, 42, 41, 43, 40, 44, 41, 43, 42, 40—416 gals., @ 40jJ. Invoice dated Nov. 10, 
189-. {Enter acct. Mill in Acct. Payable Book.) 

Bought of Robinson & Churchill, New York, invoice 9th inst., chemicals for mill, 128.12, 30 ds. 
net. {Enter in A. P. B.) 

Bought of Boice Bros, invoice of cases, dated 11th, 82.75, 30 ds. net. 

Bought of The Jersey City Furniture Co. — Limited, bill furniture for directors' rooms, 62.50, 30 
ds. net. 

Bought of N. P. Bradley & Co., bill Kid Skins, dated Nov. 8th, 30 das. net, 2^ 10 das., 78.12. 

* 

NOVEMBER 20. 189-. 

The Cash Balance Book shows the following entries: Nov. 13th, balance on hand, 207.15; 14th, 
The Molt Jones Hat Co., draft on New York, 325.37, for invoice Oct. 14th and 18th, less 5^; Janis, 
Smith & Co., draft on New York, 855.00, for invoice 17th, less 6^; *^ Suspense acct. — Cash over'' 
(entered in red ink), 37.60; total debit, 1425.12. Payments: Glove City Coal Co., 12 tons Nut coal, 
for use of office, 4.75 per ton, and 22^ tons Grate, 4.25 per ton at mill. {Expense and Mill accts.) 
20th, Petty expenses for the week, 5.18; balance in safe, 1267.31. 

In the above summary there is indicated a method of closing cash over or cash short into Suspense acct. Never 
close the '' Suspense " into Mdse. acct. or adjust it by the proprietor's pocket, as is sometimes done, but keep a Suspense acct. 
if the errors are not found, and by so doing the Cash Book record cannot be questioned in court. Do not at this time 
copy the Suspense acct. into the C. B. but carry the amount in the Balance Book until such time as the error may be 
found. Then, when found, supply the proper entry for the item found on the debit side and on contra side enter Sus- 
pense acct. K not found, however, by the end of the month, copy into the Main Cash Book. 

The treasurer has notified the firm of Bronson, Post & Hanover that there remains of the Codfish 
Oil bought of them on the 10th inst. 6 brls. which are subject to their order, and that they are held for 
damages in the sum of 3000.00 for^the following: All the oil tanned glove leather produced during 
the year was tanned in the oil bought of them which was warranted to be pure Newfoundland 
Cod Oil; that the leather produced has been of inferior quality, and that an analysis of the oil has 
proved it to be but 85^ pure, it having been reduced 15^ with neutral oil; that on account of the 
damage done to the trade suit will be commenced at once for the full amount as per bill of damages 
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rendered, unless, by return mail a remittance is made, in which case settlement will be compromised 
for payment of the oil on hand and 1000.00 in full for damages. {Memorandum only. The six brls. 
total 255 gals. @ 4.0^, and freight on same amounted to 15,80. Bill rendered was Oil, 102.00; Freight, 
16.80; Damages, 3000,00; Proposition to settle, 1117,80,) 

The Sales Book for the week shows the following sales on acct. : 15th, Wells, Hunger & Co., 1'^ 
doz. 705. 10 doz. 715; 5 doz. 430. Lincoln, Jones & Co., 5 doz. 715; 15 doz. 710. Wells, Munger & 
Co. write ordering 25 doz. 705, 50 doz. 430 and cancel the balance of 452. 

NOVEMBER 27, 189- 

The following is a summary of the Cash Balance Book for the past week: Nov. 21st, Balance in 
safe, 1267.31; 19th, Sale 4 doz. 625, less 6^ being the "cash over" item of the 20th, the sale having 
been omitted and closed into Suspense acct., 37.60. 22d, Lincoln, Jones & Co., draft on New York, 
351.50, in full for invoice Nov. 11th, less 5^. 24th, Wells, Munger & Co., draft on New York, 549.10, 
for invoice Nov. 10th, less 5^. 25th, Mandall, Sons & Co., draft for 399.00 for Oct. 19th, less 5j^. 

Payments: Expense, per P. E. B., 8.17; deposited the drafts received above, 2479.97^; Suspense 

acct., contra, to balance entry of the 20th and found as above, 37.60; balance cash in safe, 78.77. 

The entay to Suspense, contra, should be made in red ink. Next turn 'to the 20th and on line of "Cash over" 
write in red ink "Found Nov. 27th, see folio — .'* A book so kept will be a competent record In any court where its 
correctness may be questioned. 

Based upon a rumor that the firm of Burnham & Wood were not meeting their claims promptly a 
special report was furnished through R. 6. Dun & Co., and later a statement was furnished from 
Burnham & Wood which proved to be unsatisfactory. An attorney of the company who was sent to 
settle with the firm, returned with the following items for their credit: For the balance of their account, 
1243.00, and for the balance of gloves to be delivered them as per their order, he received in settlement 
a 90-day note secured by a second mortgage on real estate situated in Camden, N. J., and valued by 
the city assessor at 3500.00. There being a first mortgage of 2000.00 on said property dated Nov. 25, 
one year previous, and due two years from date, said mortgage has been transferred to us for which a 
check has been given in payment of the mortgage and accumulated interest for one year at 5^, being in 
amount, 2100.00. The security being ample settlement was made upon that basis. Ooods are to be 
forwarded them at once as per their order. 

You will now make the following Journal entry: 

Mortgage Rec, 4436.84 

Discount, 149.16 

To Accts. Rec, : 4586.00 

Settled with Burnham & Wood for the balance of their acct. on the Ledger, 1243.00 
And for balance of goods due them, 1243.00 

Total sales, 2486.00 

Advanced to transfer 1st. Mortgage, Camden, 2100.00 

Total to settle for, 4586.00 

Allowed them 6^ on the 2486.00, 149.16 

Received in settlement a 90-da. note secured by 2d mortgage on 

above real estate, 4436.84 

The firm of Burnham & Wood must also be credited in the Sales Ledger for the discount and the mortgage. The 
transfer of the first mortgage was made for the purpose of securing the second mortgage. Of course judgment could be 
rendered in February on the second mortgage should your notes be dishonored, but judgment could not issue until the 
following November, and perhaps not then should the first mortgage be foreclosed, for probably but little would be left 
from the sale after the satisfaction of the first mortgage. 

The stub of the Check Book show the following payments: 20th, Burnham & Wood, 2100.00, to 
pay for transfer of mortgage. {Enter the 2100.00 in the C. B. as follmos: ^' Accts. Rec., Burnham & 
Wood, on Mortg.,^^ and extend the amount into the General column, there being 7io special column on the 
credit side of the C. B. Post to Accts. Rec. in the General Ledger and then post to Burnham £ Wood^s 
account in the Sales Ledger. ) 
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The above entry may at first appear confusing from the fact that the item is posted twice. And yet if the student 
will turn to the debit side of his C. B. he will discover that this is precisely what he does with every collection— credit 
it tvoice^ouce to Accounts Rec. in the General Ledger, and once to the parties payin»: on account in the Sales Ledger, 
but with this difference: Instead of posting to Accounts Rec. at the time, the footings of all the credits to Accounts Rec. 
is posted at the end of the month. There being no special debit column the above entry is posted at the time. 

NOVEMBER 28. 189-. 

Shipped the balance of goods due Burnham & Wood. {Enter in their account, which should noiv 
balance. Rule and foot the account.) 

Ordinarily no footings, or rulings, are made in sales accounts until the end of the year, except continuous pencil 
footings. Tbe object is to show the volume of business for the year. But in accounts like the above, from the nature of 
the settlement it is probable that no more sales will be made during the year, and therefore the account should be closed. 

NOVEMBER 30. 189-. 

The Cash Balance Book Summary is as follows: Nov. 27, balance on hand, 78.77; Bronson, Post 
& Hanover^ draft on Boston, 1117.80 (to balance proposition made on 20th, per Letter Book y 

Payments: Osborne, per. P. 0. order, for traveling expenses, 110.85; Exi)enses per P. C. B., 19.89. 

{Enter in C, B, For the refnittayice frorn Bronson, Post £ Hajiover make the following entries in the 

Mill and General columns: Mill, Oil returned B. P, S H,, 102,00 ; Freight, freight on Oil rettirtied, 

15.80; Loss <&. Gain, On bill damages from B. P. & H,, 1000.00.) 

In business, a reliable house would, upon a discovery of inferior stock, notify its customers in the trade and offer to 
make good all damages. The above Loss and Gkim would then be a sinking fund from which to draw. 

The Sales Book shows the following sales on account since the 27th: 
;<J8th. Wells, Munger & Co., balance of order. 

Lincoln, Jones & Co., balance of order. 

Wilson Bros. & Co., San Francisco, Cal., per M. D. : 50 doz. 435, 50 doz. 440, 50 doz. 452, 

100 doz. 451, 140 doz. 430. 

The order of Wilson Bros. & Co. may be entered in the Order Book, although it is not strictly necessary, for the 
goods are shipped on the same day that the order is received. 

The stub of the Check Book show the following payments: 

Freight bills and cartage, 156. 29 

Salaries to date, 488.34 

Balance pay-roll per P. R. B., 2583.60 

Boice Bros., to balance acct., 150.50 

Osborne, for traveling expenses, 43.81 

The following invoices have been checked off: Jennings & Co., 26th, 30 ds. net, 46.80, for buttons; 
Boice Bros., 30th, boxes, 45.00 {A, P. J9.); Mill acct., 30th, 298.20, for work done on skins {J,), 

The Time Books and Piece Books have been handed in as follows: 

Silking Department — Book A: — Mary Winnie, 58.25; Nancy Martin, 51.75; Carrie Stone, 
54.50. Hemming Dep't — Book B: — Mary Fish, 40.80; Ellen Allen, 61.20; Jennie Martin, 45.75; 
Carrie Anderson, 56.80; Blanche Goddard, 58.60; Mamie Beach, 42.00. Making Dep't — Book C: — 
Tom Wilson, 88.20; H. W. Kennedy, 85.00; Warren Ford, 85.00; L. M. Cook, 74.50. Cutting 
Dep't— Book D:— John Cooper, 75.25; W. W. Egan, 87.15. Job Book:— Mrs. Moore, 55.75; Ellen 
Townsend, 48 40; M. L. Beemis, 60.45; George Camp, 85.00; M. C. Traine, 55.28; Nancy Cook, 54.20; 
Ned Banks, 62.60; Julia Moodey, 68.18; Ellen Todd, 50.36; M. Smith, 58.00; Nellie Graham, 45.50; 
E. M. Ensign, 65.45; Tom Cooper, 37.37; Laura Angell, 65.21; James Parker, 76.90; N. Warnick, 
72.30; M. W. Eooper, 58.90; Aggie Farmer, 45.60; Katharine Hewson, 48.40; Frank Hewitt, 65.30; 
Harry Long, 68.45; James Kane, 66.25; Will Monroe, 57.00; Frank Eldredge, 65.90; W. Finch, 68.10; 
James Hawkes, 59.00; Glenn Harris, 52.00; George Young, 58.00. {Copy iyito the Nov, column of the 
Continuous Pay- Roll Booh which you opened last month. No names will be rewritten, but commencing 
with the name of Aggie Farmer, those that follow are of new employees and must he added.) 

Yon will now foot and post the main books, and then test the correctness of the Ledger by a 
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memorandum trial balance. When found to be in balance, credit the following accounts, in red ink, 

with tlieir inventories, and close them by carrying the net debit balances into Mdse. acct. {see Mdse, 

acd,, page 196) and bring down the inventories under each separate account: Silk and Thread, In v., 

44.15; Manufacturing Expense, Inv., 37.65. '[fhe following additional accounts have no inventories 

and are to be closed into Mdse. acct.: Freight and Cartage, 140.49 ; Bands, Boxes and Cases, 150.50 ; 

Buttons, 46.80; Labor, 2608.60; Salary, 503.34; Traveling Expense, 179.00. 

The inventories were credited in the above accounts at this time, not to determine the loss or gain, but the net amount 
of Silk and Thread used in the manufacture of Mdse., and to determine the net Expenses for the month, that the proper 
amounts might be charged to Mdse. account by transferring them to that acct., as above indicated. 

In business a statement would be rendered to the directors of the Company, certified to by the 
treasurer as follows: 

STATE OF NEW YORK) 

County of . j**' 

I hereby certify that the accorapanyinff Trial Balance is a true and correct abstract of the 
General Ledger of The Daniel Dunning Glove Co. for the month of Isov., 189-, as shown by the books in my office, and 
that the accompanying inventory was taken at the present cash standard of values, the details of which were counted by me. 

Glo^-e Cnr, N. Y., Nov. 30th, 180-. MARK STOVER, 

Treasurer, 
The following is the inventory: 

Silk and Thread, per schedule A, 44.15 

Expense, unexpended supplies, B, 37.65 

Mdse., schedules C, D, and E, as per your stock book, _ 1010.00 

Y'ou will next render your trial balance in total debits and credits. . 

In business, the trial balance and inventories, would be taken to the Board of Directors by the treasurer for tneir action. 

The following communication has been received from the directors: 

November 80th, 189-. 
To Mare Stover, Treasurer, 

At a regular meeting of the Board of Directors of The Daniel Dunning Glove Co., held at the office of the Company 
according to law, on the 80th day of Nov., 189-, among other proceedings the following resolution was adopted: 

By Mr. Ensign : 

Resolved, That the treasurer of the Company be instructed to enter the following inventories upon the books of the 
Company, in addition to the inventories reported to the board: 

Real Estate (Ledger balance, 45,000.00). 44,000.CK) 

Furniture (Ledger balance, 519.70), _ 860.00 

Machinery (Ledger balance, 27,000.00), _ 26,000.00 

Contra. 

Discount (Anticipated on Accts. Rec, 5;0» 428.26 

Resolved, That based upon the showing of the month's business, as indicated in the trial balance, that there be set 
aside from the Loss and Gain account, for a Sinking Fund to meet losses on account, an equivalent of two ( 2 ) per cent, 
per annum, or \ of one per cent, for the present month; that there be declared a dividend equivalent to ten ( 10) per cent, 
per annum, or | of one per cent, for the present month, calculated upon the capital stock of the company, and that the 
balance of the Loss and Gkdn account shall be credited to a reserve fund, to be known as Undivided Profits; said reserve 
fund being set aside to meet subsequent losses, if any, other than provided for in the Sinking Fund. 

DAN'L DUNNING, President. 
M. L. Ensign, Secretary, 

Pursuant to the above resolution, proceed to close the following accounts: Credit Mdse. account 
with the inventory of 1010.00 and close the net gain into Loss and Gain account. Debit Discount 
account with the anticipated trade discount on Accounts Rec, 423.26, and close the balance into Loss 
and Gain account. Proceed in a like manner to credit Real Estate, Furniture and Machinery with 
their separate inventories, as above ordered, and close the net loss or net gain into Lose and Gain 
account. Remember to bring down the inventories under each account. The balances thus brought 
down represent resources, except the balance brought down under Discount account, which is a 
presumptive liability. 

After closing all of the accounts showing losses and gains into the Loss and Gain account, make 
the following Journal entry and post same: 

Loss and Gain, 1962.58 

Dividend account, 1250.00 

Sinking Ftmd, 250.00 

Undivided profits, 462. 58 



220 THEORETICAL AND PRACTICAL BOOK-KEEPING. 

MEMORANDA OF TRANSACTIONS FOR NOVEMBER (Continued). 

The above transfer of Loss and Gain account is pursuant to ** Dividend resolution '' of the Board 
of Directors, on file. 

Dividends are usually declared in Joint Stock Companies either quarterly, semi-annually, or annually, but to illus^ 
trate the account of Dividend as one of the main accounts, a dMdend is declared at the end of this monih. 

After posting the above it will be seen that the Loss and Gain account is closed, and that the process of closing the 
Ledger is in the regular way of business and by a Journal entry. The account of Dividend is a h'ability, and will be 
closed only as paid. Sinking Fund will remain open during the year, and unless diminished by losses sustained on 
collections, will, at the end of the year, amount to 8000.00. When a customer fails in business he is credited for the 
amount of the loss, and Sinking Fund is debited for the amount of loss sustained. 

In setting aside a balance from the Loss and Gain account, it has been deeme4 best to follow the plan adopted hy 
most Joint Stock Companies, which is to transfer this reserve into an account called Undivided Profits. On the books of 
most incorporated companies, which are called Corporations, this reserve is known as ** Surplus Fund," or " Reserve 
Fund," and appears as such in the published statements. This reserve fund is a portion of the net gain not divided 
among the stockholders, but held as a reserve to meet some loss, or losses, not otherwise provided for. Often the Sinking 
Fund is more than enough to balance all losses and the account of Undivided Profits remains unappropriated. A time 
may come, however, when the year's gain is small, or a loss may be sustained, in which case the Reserve Fund is appro- 
priated to average up the dividends. 

No Balance Sheet is called for in this set. In business, all that would be required would be a final 
trial balance, which would be composed of the Ledger balances. As an analysis of the work, however, 
the student may render a statement as usual. 

The foregoing set has reference to full liability Joint Stock Companies. What is known as a lim- 
ited liability Joint Stock Company is explained below. 

Limited Joint l^ck Company. — There is another kind of Joint Stock Company which is rapidly increasing io 
number in this country, known as a limited liability company. A limited liability company is an incorporated com- 
pany, and is known in law as a corporation, but differs from a full liability corporation in this: Each shareholder in a 
limited liability company is individually liable to the creditors of the company for the amount represented in bis 
certificate, until the full amount of the capital is paid in and a certificate thereof has been made and recorded as prescribed 
by the Act. If judgn^ent which has been rendered against a limited company is not paid, proceedings may be instituted 
against any one of the shareholders liable as above for an amount equal to the par value of the shares owned or con- 
trolled by him. Should he be required to pay a claim, he is entitled to recover from each shareholder such a part of the 
claim as each shareholder's stock is a part of the whole capital stock. Limited liability companies are required by statute 
law to use the word '* Limited" after the name of the company whenever and wherever the name of the company is used, 
either written or printed; and the name of the company, with the word Limited, must be conspicuously posted outside 
their general office and every branch office. The capital stock of a limited company must be paid in, one half within one 
year and the other half within two years from its incorporation, otherwise it shall be dissolved. 

QUESTIONS. 

What main books are used in the Manufacturing set? What auxiliary books are there used? 
Explain the use of the Calculation Book. Describe the Order Book and explain its use. Explain the 
form of Pay EoU Book used in this set. From what books are the entries in the Pay Roll Book made? 
What two books are combined in the Shipping-Sales Book, and what is the advantage of combining 
them? What is entered in the "Shipping Marks" column of the Shipping-Sales Book when a ship- 
ment is made? What is done after goods have been selected or "assembled" and are ready to be 
packed in the case? What is done when the goods are all packed and the bill of lading obtained? De- 
scribe the Invoice Book illustrated in connection with this set, and explain how it may be used as a 
principal book. What accounts are closed into Merchandise account at the end of the year? What 
are Joint Stock Companies? What are the main advantages possessed by Joint Stock Companies over 
partnerships ? What is a Corporation ? Explain how a Joint Stock Company is organized. What books 
are required by the secretary to keep the official records of a Joint Stock Company or of a Corporation? 
Explain the use of these books. In what books are the business records of the company kept? By 
whom are these business records kept? What new accounts are opened in changing from a proprietor- 
ship to a Joint Stock Company? What account is closed? What account in the Ledger of a Joint 
Stock Company represents the owners of the business? Into what account or accounts is the Loss and 
Gain account closed? Explain the meaning of "Dividend acct." Of "Sinking Fund acct." Of 
"Undivided Profits acct." Who determines the amounts to be credited to each of the above accounts? 
Beview the instructions and explanations given in the memoranda for October and November. What 
is a Limited Joint Stock Company? 
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*A Banker is a dealer in money. 'The business of banking consists in receiving deposits of 
money on which interest may or may not be allowed; in making advances of money, principally in the 
way of discounting notes and other commercial paper; and in effecting the transmission of money from 
one place to another. 

* The disposable means of a bank consist of the capital paid in by the shareholders; the money 
deposited with it by its customers; the notes it can circulate; the money it receives in the course of 
transmission, and which, of course, it must repay in another place. 

*The profits of a bank arise mainly from the following sources: discount, interest, dividends, 
exchange and collection* 

'Banking associations are divided into two general classes: Public banks and Private banks. 
* Public banks are also of two classes: Those organized under the laws of the State in which they are 
located, and those organized under the laws of the United States. ^ The former are called State banks 
and the latter are called National banks. " State banks may be divided into Deposit and Discount 
banks, Savings banks and Trust companies. 'Private banks are conducted by individuals and are 
onincorporated. *' State and National banks are incorporated institutions. 

"A National Bank is a bank organized under the National Banking Act. " This does not mean 
that the government owns or conducts National banks, but only authorizes their creation and prescribes 
their mode of doing business. " Every association doing business under this law is governed by the 
same principles, is subject to the same inspection, uses the same forms in making reports to the 
Treasury Department at Washington, and is under the same penalties for the violation of any require- 
ment of the National Banking Law. 

" The National banking system, based on the system of banking in the State of New York in 
1862, is the principal banking system in the country, and the only one by which banks now issue notes 
of their own. 

" By the National banking law banking associations may be formed by five or more persons who 
must specify in their articles of association the several objects for thus uniting. 

"They must make *^an organization certificate*' specifying the name assumed by the association; 
its place of business; the amount of its capital stock and the number of shares into which it is divided; 
the names and residences of the shareholders and the number of shares held by each; a declaration that 
the certificate is made to enable them to avail themselves of the >idvantages of the act. 

"The association may sue and be sued, elect directors, who, in turn, may elect a president, vice- 
president, cashier and other ofiicers; discount and negotiate promissory notes, drafts, bills of exchange, 
and other evidences of debt; receive deposits, buy and sell exchange, coin and bullion; loan money on 
personal security, issue and circulate its own notes, and make all needful by-laws not inconsistent with 
the Banking Act. 

" There must be at least five directors. Each director must own at least ten shares of the stock, and 
he holds his office until the election and qualification of his successor. "Annual meetings are held in 
January. '* The capital stock is divided into shares of $100 each, and are transferable. ** The liability 
of a shareholder is limited to a sum equal to the par value of his stock. " Before beginning business, 
fifty per cent, of the capital stock of an association must be 2)aid in, and ten per cent, of the remainder 
monthly until all is paid. "After the association is organized and fifty per cent, of the capital stock 
paid in, the next step is the transmission by the association of a certificate to the Comptroller of the 
Currency stating that all the provisions of the law with reference to organizing a bank have been 
observed. ** The Comptroller of the Currency then makes such an examination as may be thought 
necessary, and if he finds that the law has been properly complied with, he gives to the association a 
certificate to that effect, and that it is authorized to begin business. ''This certificate must be pub- 
lished within sixty days from the time of receiving it. 
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"As a necessary preliminary to furnishing notes for circulation, the Comptroller of the Currency 
under the direction of the Secretary of the Treasury, is entrusted with the important duty of engraving 
plates in the hest manner to guard against counterfeiting and fraudulent alterations, and to print 
therefrom and number so many circulating notes in blank as may be required to supply the banks 
entitled to receive the same. 

"After these notes have been signed by the president or vice-president, and the cashier, they are 
issued and circulate as money, and are received at par everywhere in the payment of taxes, excises, public 
lands, and all other dues to the government, except for duties on imports; and also for all salaries and 
other debts owing by the United States, except interest on the public debt and in redemption of legal 
tender notes. They are also a legal tender for any debt or liability to every National banking associa- 
tion. " The note:: which are issued by National banks are secured by registered United States bonds, 
deposited with the Treasurer of the United States. "Upon a deposit of bonds the association making 
the same is entitled to receive from the Comptroller circulating notes equal in amount to ninety per 
cent, of the par value of the United States bonds so deposited, but the total amount of such notes issued 
to any association may not exceed ninety per cent, of the amount of its capital stock actually paid in. 

'® Many National banks, especially those located in some of the large cities, do not issue notes for 
the reason that with the tax of one per cent, a year upon the average circulation, the expense of hand- 
ling the notes, the expenses of the redemption of the same, the express charges, etc., they find it is not 
profitable. 

"A National bank can hold real estate under the following conditions, and no others: The build- 
ing needful to transact its business; land mortgaged to it in good faith to secure debts previously con- 
tracted in the course of business; lands purchased under sales ordered by courts in order to secure debts 
due to the bank. In the last three cases the real estate cannot be held beyond five years. " National 
banks cannot make loans on the security of their own stock, except to prevent a loss on a debt pre- 
viously contracted, nor can they pledge their own notes of circulation for the purpose of getting money 
to pay in their capital stock. "They are subject to examination by oflScers appointed by the gov- 
ernment. They must make reports to the Comptroller of the Currency according to the forms which 
he prescribes, exhibiting in detail the resources and liabilities of the associations at the close of business 
on any past day specified by him. "The Comptroller is required to call for not less than five sucli 
reports during each year. These reports must be verified by the oath of the president or cashier and 
attested by the signatures of at least three of the directors. 

" In addition to the reports mentioned above, each association is required to make a sworn report 
within ten days after the declaration of any dividend, of the amount of such dividend, and the amount 
of the net earnings. 

'" The National banking law provides that semi-annual dividends of the net profits of any National 
bank may be declared by the directors thereof; but that before each dividend every bank shall carry 
one-tenth of its net profits of the preceding half-year to its surplms fund until it shall equal twenty per 
cent, of the capital stock. 

For a further explanation of the National banking law, the student is referred to BoUes' Practical 
Banking, from which excellent work some of the foregoing paragraphs were compiled. 

State Banks. — *'A State bank is a bank organized under the laws of the State in which it is 
located. " The preliminary steps in organizing a bank under the banking law of the State are much 
the same as those to be taken in organizing a National Bank. " The subscription list is opened, articles 
of association and a name are adopted, a Board of Directors and officers are elected, just as in the case 
of a National bank. " In addition to the steps mentioned, it is necessary that a copy of the articles of 
association be filed with the Bank Superintendent of the State, where there is such an officer, or with 
the Comptroller, and another copy in the office of the clerk of the county in which the bank is to be ' 
located. 

** Previous to July, 1866, State banks issued notes which circulated as money, but on that date the 
government imposed a tax of ten per cent, on the circulation of the State banks, which had the effect 
of withdrawing it as the rate was t6o high to allow of any profit to the banks on it. " Except as to 
issuing circulating notes, State banks are conducted as they were before the creation of the National 
banking system. There is very little difference between the internal workings of a National and State 
bank. " The main function of receiving deposits and of loaning them is performed in essentially the 
same way by all banks. 
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^*It is claimed that State banks possess some advantages over National banks among which are the 
following: "They are not examined so critically; in some cases are not required to make returns to 
State officials, and in no case are such full returns required as the National law requires to be made. 
*• They can certify checks in excess of the amount which the depositor may have at the time of certify- 
ing. The National banks are expressly forbidden to do this. 

Private Banks. — "A private bank is a bank organized and operated by a private individual or by 
a firm. 

"In opening a bank by an individual no formality is required, unless restricted by statute; nor in 
opening one by a partnership, further than is necessary in any partnership formed for businesss pur- 
poses; simply a partnership contract, signed by the partners, setting forth the nature of the business 
to be transacted, the amount of capital each partner is to furnish, the duties of each partner, the dura- 
tion of the partnership, and such restrictions upon the acts of the offibers as it is thought wise to impose. 

*" The Board of Directors meet at certain specified times to consider the character of the paper 
offered for discount and referred to them by the president or cashier, and to consult as to general busi- 
ness. *^ In some banks the Board delegates its authority, in the matter of passing upon paper offered 
for discount, to the president or cashier during the intervals when the Board is not in session. " This 
exercise of authority by the president or cashier is, however, subject to the approval of the Board. 

Officers of a Bank. — " The oflScers and clerks of a bank are, usually, a President, Vice-Presi- 
dent, Cashier, Receiving Teller, Paying Teller, General Book-keeper, individual Book-keeper, Note 
Clerk, Messenger, and Porter, together with the necessary assistants in the different departments. 

" The President is the chief executive officer of the bank and presides at the meetings of the 
Board of Directors, and generally exercises the authority of the Board during its recess. " Some banks 
have a Vice-President who assumes the functions of the President during his absence. 

" The Cashier, unless there be a Vice-President, ranks next to the President, and has certain 
specified duties to perform. " He is appointed by the Board of Directors and is required to furnish & 
bond for the faithful performance of his duties. *' He keeps a record of the meetings of the Board of 
Directors, for whom he is the acting secretary. " The certificates of stock issued to shareholders are 
signed by him as well as by the President, as also are the notes which circulate as money. *• Drafts 
drawn on other banks are usually signed by him, and he indorses personally or by deputy all drafts and 
notes sent away to other banks for collection. "All notes and drafts received from other banks for col- 
lection are endorsed over to him. " He is the manager of the internal workings of the bank, and has 
supervision of the clerical force. He is expected to have an intimate knowledge of the system of book- 
keeping practiced by his bank, and to see that the work in the various departments is properly per- 
formed. 

The Tellers. — " The Paying Teller pays out all moneys, issues certificates of deposit, certifies all 
checks that are to be certified, and has charge of that part of the vault containing the working cash of 
the bank. " He must be acquainted with the signature of each depositor and his daily balance, and be 
rapid and accurate in the handling of money. " He is required to give bonds for the faithful discharge 
of his duties. " The Keceiving Teller receives all the money coming into the bank, makes the record 
therefor, and at night turns over all money received during the day to the Paying Teller. " He too 
must be rapid and accurate in counting and handling money, and be able to detect counterfeit money 
and forged negotiable paper. " Like the Paying Teller he is required to give bonds. Sometimes the 
two offices are combined in one. 

The Book-keepers. — " The book-keepers in a bank are known as General book-keeper and Indi- 
vidual book-keeper. " The General book-keeper has charge of the General Ledger, which usually con- 
tain? the main accounts of the bank and also accounts with other banks. '° The vindividual book- 
keeper has charge of the Individual or Depositors' Ledger. 

" The duties of the other clerks of a bank will be stated in connection with the explanation of the 
books. 

Books Used. — " The books used in this set are Journal, General Ledger, Individual Ledger, New 
York Draft Register, Discount Register, Collection Register, Discount Tickler and Collection Tickler. 
Other books such as Offering Book, Dealers Discount Book, Dealers Bill Book, Tellers' Books, Certi- 
fied Check Book, Certificate of Deposit Book and Statement Book are also used in banks. 
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JOURNAL 

MONDAY. 



Monroe County National, Clyde, 2] 1 •• 

Clinton National, 865 '« 

Henry D. Wilson & Co., Batavia, 942" 

Bills Discounted, 2500, 12000, 2540 " 

Discount, "« 9 '^ 

Exchange National, New York, 

Deposits, 

Collection and Exchange, 



COLL. ft EXGH. 


OBKBRAL. 




50 


211 


92 


1 


00 


865 


70 




35 


942 


17 


• 


92 


17040 


18 


3 


19 


10 


62 


9 


69 


9962 


95 






19831 


57 


22 


65 


22 


65 




48887 


76 







NEW YORK DRAFT 

EXCHANGE NATIONAL BANK. NEW YORK, 

MONDAY, 



NO. 


By Whom Drawn. 

1 


Of What Placb. 


On What Bank. 


Face. 


Total. 


3043 

1682 

1142 

877 

229 


Balance. 
First National. 
Traders National. 
Third National. 
Exchange Bank. 
Miners Bank. 


Fort Scott. 
Oakland. 
Bancroft. 
Mt. Morris. 
Coalburgh. 


Park Bank. 
Ninth National. 
Metropolitan. 
Bowery. 
Exchange. 


1450 

1942 

234 

116 

386 


00 
16 
91 
27 
34 


74751 

4129 


27 

68 






78880 


95 











^'The Jonrnal sustains the same relation to the banking business that a Main Gash Book does to 
any mercantile business. "** On the left-hand side are entered all cash receipts at the commencement of 
business and afterwards are entered all deposits and collections of whatever kind, either in detail or in 
total. '* On the right-hand side are entered all payments on deposit account, either in detail or in total, 
and the amount paid out for notes discounted and for the running expenses of the bank. ^' If balanced 
the difference between the two sides should show the amount of cash in the vaults of the bank. " This 
balance usually consists of National Bank notes. Treasury Notes, Silver Certificates, Checks on other 
banks, the notes issued by the bank. Specie and Cash Items. " Cash items consist of memoranda of 
different kinds carried as cash. " Sometimes the Journal is balanced daily and the balance represents 
the cash on hand, and the Journal as a whole represents the cash account. " Usually, however, a Cash 
account is opened in the General Ledger and the footings of the Journal are posted daily, but the Jour- 
nal in such a case is never balanced. " But whether this balance is made in the Journal or in the Cash 
Book the proof of the balance found is made in a book called a ** Blotter," '*Cash Proof" or **Cash 
Balanpe." " It is compiled as follows: On the right-hand side of a perpendicular line running through 
the center of a blank page is set down the balance on hand the day previous. To this is added the footing 
of the left-hand or debit side of the Journal, and from the amount thus obtained is subtracted the foot- 
ing of the right-hand or credit side; the balance should be the amount on hand. " On the left-hand 
side of said perpendicular line and opposite the work already compiled is made a memorandum exhibit- 
ing the following- The total amount of bills on hand, the amount of specie on hand, the amount of 
cash items and the amount of checks and drafts on hand and treated as cash. " The aggregate sum 
should equal the sum of the other side. 

" The entries in the Journal are made up almost wholly of totals compiled from other books. " The 
left hand side has two money columns devoted to *' Collection and Exchange " and "General " respectively. 
" The Collection and Exchange column contains all the items to be credited to Collection and Exchange 
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JOURNAL 

DECEMBER 12. 189-. 



Monroe Connty National, Clyde, 423 " 
Farmers National, Lincoln, 193** 1215 
Traders National, Ontario, 345 ** 
Third National, Brighton, 583 " 
Clinton National, 911" 
Exchange National, New York, 
Deposits, 
Bills Discounted, 



OBNKRAIi. 



423 


34 


1408 


42 


345 


23 


583 


75 


911 


13 


4129 


68 


30483 


53 


3750 


00 


42035 


08 







REGISTER. 

In Account with SECOND NATIONAL COLLEGE BANK. 

DECEMBER 12. 189-. 



No. 


Is Whose Favor Drawn. 


Exchange. 


Face. 


Total. 


1626 
1627 
1628 
1629 
1630 


Drummond Bank, Pittsford, 
Jones Manufacturing Company. 
John Adams. 
Samuel Wallace. 
C. W. Davis. 
Balance, 

1 


2 
5 


81 
63 
50 
50 
25 

69; 

1 


4497 

4500 

397 

450 

117 


19 
00 
84 
00 
92 


9962 
68918 


95 
00 




9 




78880 


95 













•4 



«ft 



account, and at the end of the day this column is footed and posted direct to this account in the 
General Ledger. " In the General column are entered the credits to Bills Discounted, Deposits account 
and Chemical Bank of New York. *" The total for credit to Bills Discounted is entered here from the 
total amount collected during the day on paper owned by the bank, as shown by the Discount Tickler. 
•• The total credited to the Chemical Bank is the footing of the New York Draft Register, which repre- 
sents the aggregate amount of drafts drawn on the Chemical Bank by us during the day and " the 
total credit to Deposits account is from the total footing of the Deposits column in the Individual Ledger. 
•' Receipts from other Banks and from other sources are also entered in the General column. " On the 
right-hand side of the Journal are entered the debits to Deposits account, the Chemical Bank of New 
York, accounts with other Banks and such other accounts as Collection and Exchange, Expense, etc. 

The entry to Deposits account is compiled from the Total Check column of the Individual Ledger; 

the total to Chemical Bank from the New York Draft Register, which total represents the remittances 
for the day to the Chemical Bank; •" charges to the Expense account are either compiled from the vouchers 
in the cash drawer at night or from the Expense Book. 

"When the business is of such magnitude as to necessitate the employment of two clerks upon the 
Journal, or where two tellers are employed in a bank, the Journal is divided into two books. The 
right-hand side of the general Journal would be bound into one book and called the Debit Journal and 
the left-hand side would be bound into a separate book and called the Credit Journal. Sometimes the 
Credit Journal is called the Debit Cash Book and the Debit Journal the Credit Cash Book. 

•' The General Ledger contains all of the accounts of the business excepting those with deposi- 
tors. Certificates of Deposit and Certified Checks. "' Deposits account in the General Ledger represents 
the total of all the accounts in the Individual Ledger. 

"* The Individual Ledger is a book of original entry for all cash transactions with depositors, 
and in using it much labor is saved and errors are less likely to occur. *" It is made with a very large 
15 n 
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INDIVIDUAL 



NAME. 






MONDAY, DBG. 12, 18-0. 


TTTKflDAY. DBC. 13, 189-. 


WRDNBSDAY, DEC. 14, 180-. 




Balaaoe. 


Checka 
in Detail 


Total 
Checks. 


Deposits 


Balaooe. 


Checks 
inDetaU 


Total 
Checks. 


Deposits 


Bftlanoe. 


Cheeks 
in Detail 


Total 
Checks. 


'Deposits 

1 


Balance. 


AdaniB, John. 


loaoi 


85 
96 
99 
54 
00 

30 
37 


678 
500 
397 

4fm 


60 
00 

84 

00 


1671 


44 

00 

53 


3500 

1846 

dl743 
3118 
0910 

19881 


00 

76 

02 
56 
A3 

57 


8730 


41 
36 
74 
76 
00 

30 
41 


1400 

900 
3468 
1941 

93 
112 
826 


00 

00 
71 
82 

18 
50 
00 

00 

36 

30 


1400 
6305 
lOflO 


00 
53 
68 

00 

36 

80 
09 


dl616 
1600 

2260 

X600 
d448 

20553 


76 
00 

00 

00 
35 


7330 

1 


41 
83 
82 
76 

00 


1000 

2500 

603 

1741 
622 

800 
1074 
1600 

1500 
1794 


00 
00 
42 

96 

00 
83 
00 

00 
60 


4103 
2364 
2874 

1600 
1794 

23377 


42 

06 
83 

00 
60 

23 

1 
I 

1 


1 
1171 

4325 

1500 

1000 

dl794 

25742 


66 

00 
00 
00 
60 

90 


8501,96 


Brown, H. J. 


38465 


4600 
30483 


35066 


20650 


26566 


41 


DavlB, C. W. 


6619 


8466 


10562 


8188 


74 


Jones Mfg. Co. 


16044 


17816 


10576 


21US» 


92 


Certificates of Deposit, 


8000 




8000 


3000 

448 

918 

.. .J. 


3000 

448 

018 
36111 




ifion 


00 


Certified Checks, 






1500 


1000 


00 


Cashier Account, 












Tranbibnt Acconnrs. 
Long, H. S. 


918 


918 










232206 


221654 


206096!41 


208362 


17 










— 






1 











* Several accounts are here omitted, hut the footings at the bottom include the results of the accounts omitted as well as those 
Illustrated. 



page — 18x23 inches not being an unusual size — large enough to contain the accounts of forty or 
more depositors on a page. "" The left-hand page is ruled with a column for the names of the deposi- 
tors, and one for the balances of the depositors' accounts. "* The remainder of the page is divided 
into three sets of money columns, each containing four columns. "* The first or left-hand column in 
each set is devoted to "Checks in Detail," the second to "Total Checks," the third to "Deposits" 
and the fourth to "Balances." "*The right-hand side of the page is the same as the left-hand page, 
except that the column for the depositors' names is on the extreme right. "* Sometimes these names 
are printed in where the book is made, especially T^here a bank has a certain line of regular depositors. 
*" In that case a few blank lines are left after each letter, the names being arranged alphabetically, 
for the names of new depositors. "* The name of each depositor is written on each page and the line 
upon which his name appears represents his account for a period of one week. "* At the beginning of 
each week, unless the names are printed, the names are re-written and the balances carried forward. 
'"In some banks, however, the leaves following the first record of names are cut some two inches 
narrower, so that when a leaf on the right is turned over on to the left-hand page the names are not 
covered, and the record may be continued without re-writing the names, except upon the first of each 
month or quarter. {See form of hidividual Ledger y pages 226 y 227.) 

*" At the close of banking hours each day, every customer's deposit for the day is added to his 
balance of the day previous, and from this sum the aggregate of his checks is deducted, and the new 
balance is extended into the " Balance" column. "' Each column is then footed, excepting that devoted 
to "Checks in Detail," and in case there are more than one page of accounts, the footings are carried 
forward so that the final footings shall exhibit the total amount of checks paid and the total amount of 
deposits for the day, as well as the aggregate of balances of depositors accounts. "* The footing of the 
column of "Total Checks" is carried to the debit of Deposits on the right-hand side of the Journal, 
and the footings of the column of "Deposits," to the credit of Deposits on the left-hand side of the 
Journal. 
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LEDGER. 



THUKSDAY, DEC. 16. 18»-. 


FRIDAY. DEC. 16, 18ft-. 


SATURDAY, 


DEC. 17, 18ft-. 


f 

NAME. 


Cheeks 
in Detail. 


Total 
Checks. 


Deposits. 


Balance^ 


Checks 
in Detail. 


Total 
Checks. 


Deposits. 


B^lMr|«%^- 


Checks 
In DetaU. 


Total 
Checks. 


1 
.Deposits. 


Balance. 




211 

63 

1250 


61 

84 
00 

00 

88 
OOi 

00 
40 
00 


1525 


4o 

00 
88 
40 

87 




00 
00 
00 

44 


6076 


51 
41 
86 
52 

00 
00 

74 




00 
00 
71 
00 

00 
18 
35 

37 




71 
58 

37 

1 
24'' 
1 




55 

00 

72 
00 

37 
42 


6076 


51 
25 
86 
71 
00 
00 

92 




00 

35 
62 

50 
00 
17 




00 
97 
67 

50 

1 

1 




50 
71 

38 

84 
11 

97 


6076 


51 
46 
27 
99 
00 
00 

41 


Adams. John. 


675 


675 


2260 


27131 


a65 

2000 

183 

675 


3223 


2187 


26095 


1500 


1600 


d8243 
651 


28490 


Brown, H. J. 


12B6 
5000 


6256 


675 


2606 






4000 


6506 


60 
476 


546 


dl841 


7802 


Davis, C. W. 


175 

86 

1000 


1261 


1900 


21665 


1600 
794 
162 


2456 


d2452 
3600 


25161 


118 

600 

1806 


2514 


d4790 
4942 


32379 


Jones Mfg. Co. 








1500 








1600 








1600 


Certificates of Deposit. 








1000 








1000 








1000 


Certified Checks. 










748 


748 


d748 










Cashier Account. 
























235808 




Transient Accounts. 
Long*, H. S. 




20502 


21033 


200792 




13888 


24365 


220260 




11756 


27292 












(Overdraft* in red ink.) 



























114 



The advantages of this form of Ledger are: first, the paying teller can more readily ascertain the 
condition of a depositor's account; second, the necessity for writing all the names on both sides of the 
Journal every day is obviated ; and, third, the book-keeper has forty or more accounts before him at 
once, instead of being required to consume a large part of the time turning from one account to another. 

The New York Draft Register. — "*In this book is kept, in detail, the account between the 
bank and its New York correspondent. "" On the left-hand page are entered all remittances to the 
Chemical National Bank for its credit, with the number of the draft or check, the bank or persoa by 
whom drawn, the bank or person on whom drawn, and the amount. "'On the right-hand page are 
recorded all drafts drawn by the bank on the Chemical National Bank, with the number, the name of 
the person, bank or firm in whose favor made, the amount of Collection and Exchange and the face of 
each draft. {See New York Draft Register, page ^24..) "'This book is balanced every day and the 
balance brought down, and while an account is kept in the General Ledger with Chemical Bank, 
simply to §how in the quarterly statement all the resources and liabilities of the bank, yet this book 
represents the current condition of the account with Chemical Bank and is the account consulted when 
information is wanted regarding the business with the bank. "• The aggregate of the remittances to 
Chemical National Bank for the day is charged to that bank on the right-hand side of the Journal, 
"" and the aggregate of the drafts made on Chemical National Bank during the day is credited to that 
bank, on the left-hand side of the Journal. "* The footing of Collection and Exchange column in this 
book is credited to Collection and Exchange account on the left-hand side of the Journal. "' If it is 
deemed desirable this book may be divided into two books as in the case of the Journal, *" one devoted 
to remittances made to our correspondent in New York City ( or other commercial center ) and the 
other to the drafts drawn by us upon such correspondents. 

Discount Register. — *" This book is a book of original entry and becomes the basis for all trans- 
actions involving Bills Discounted. "*It contains a complete record of all paper discounted by the 
bank, which record is made at the time the paper is discounted. *" The Amount, Discount, Collection, 



228 



THEORETICAL AND PRACTICAL BOOK-KEEPING. 



• 








DISCOUNT 




• 






Whkn DI8. 


No. 

555 


Makkr. 


Ekdorser. I 


Page 
of B.B, 

13 


Where Payable. 


Date. 


Dec. 


1 
12 


Harwood Bros. 


W. F. Johnson. 


Union Bank. 


Dec. 


12 






556 


Ham & King. 


Jones Mfg. Oo. 


17 


West's Bank, Livonia. 


■ 


11 


Dec. 


13 


557 


L. W. Gray. 
Payne & Harris. 


J. H. Woodward, 


19 


Second National, Lyons. 


Dec. 


13 






558 


C. W. Davis. 


20 


Union Bank. 




7 






559 


Henry L. Fowler. 

• 


H. Siblev. 


15 


Our Bank. 




2 



COLLECTION 



When Leit. 


No. 

919 


Payer. 


Bndorrer. 


Where Payable. 


To Whom Sent. 


Dec. 


12 


Samuel Wallace, 


J. E. Hill, 


Our Bank, 


- 






920 


Union Bank, 


D. B. Jones, 


Our Bank, 









921 


C. W. Davis, 


Jas. Brackett, 


Our Bank, 








922 


Our Bank, 


Klem ii Go,, 


Our Bank, 








923 


J. W. Mead, 


Jones Mfg. Co.; 


Lyons, 


Monroe Co. Nat'l, 






924 


W. G. Shaver, 


D. J. Slocum, 


Canton, 


Farmers, Canton, 






925 


P. A. Wood, 


J. H. Woodward & Co. , 


Kingston, 


Tra. Nt'l, K'gston 






926 


First Nat'l, Newport, 


Case & Weaver, 


Newport, 

2nd Nat'l, Bockford, 


3rd Nt'l, Newport, 






927 


J. L. White, 


R. L. Mason, 


1st Nt'l, Rockford, 






928 


D. J. Dudley, 


Michael Kauffman, 


Bath, 





and Exchange, and Proceeds columns are footed each day and ruled as illustrated. {See Discount' Regis- 
ter y pages 228, 229.) 

*" The footing of the Total column represents the total amount of paper, at its face value, bought 
during the day; the Proceeds column represents the total cost, and the difference between the two 
amounts represents the amount charged by the bank for dificount, collection, and exchange, which 
amount is shown by the footings of the Collection and Exchange and Discount columns. "' The footing 
of the *' Amount" column is charged to Bills Discounted on the right-hand { or paying out ) side of 
the Journal and checked in the Discount Register. *"0n the left-hand ( or receiving ) side of the 
Journal, Discount, Collection and Exchange are credited for the footings of the Collection and Exchange 
columns. The items in the Proceeds column in the Discount Register are posted in the Deposits 
column of the Individual Ledger and then carried to the left-hand side of the Journal, together witlj 
other deposits, in one. total. "" Excepting where paper is discounted for cash, each party whose name 
appears in the '^For Whom Discounted" column is credited in the "Deposits" column of the Indi- 
vidual Ledger for the proceeds of the paper discounted {see explanation of Individual Ledger, page 232) 
a^ shown by the amount in the "Proceeds" column of the Discount Register. "* The amount when so 
transferred is checked, using as a check either the page in the Individual Ledger on which the deposi- 
tor's name is entered or the numerical system, which consists in giving each depositor a number from 
one to the total number of depositors and entering the depositor's number as a check mark. 

*" For paper discounted for cash, a Cashier's check is given by the Discount clerk to the party 
selling the paper. This check is cashed by the Teller and entered to the debit of Cashier's account in 
the "Checks in Detail" column of the Individual Ledger. For these cash purchases the word Cash 
is entered after the parties' names and the items are credited to Cashier's account in the Individual 
Ledger. 

The entries in the Discount Register are numbered consecutively. "*A11 paper is carefully 
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REGISTER. 



TlMB. 


When Dck. 


15 da. 


Dec. 


30 


10 da. 




24 


15 da. 


Dec. 


31 


15 da. 




25 


30 da. 


Jan. 


4 



Face 
OF Paper. 





2000 
1750 


00 
00 


>^3750 


00 




Discount. 


Coll. & Kx. 


Proceeds. 


Tickler 
Check. 

V 
V 

V 
V 
V 


6 
3 


00 
79 

79 

50 
24 
65 

39 


3 


19 
19 

13 
13 


1994 
1743 


00 
02 

02 

37 
76 
35 

48 


yf 9 


V 3 


3737 


1 
3 

1 


1 


497 

1616 

448 


}f 6 


/ 1 


2562 




■ 





Fob Whom Discounted. 

W. F. Johnson. 
Jones Mfg. Co. 



J. H. Woodward. 
C. W. Davis. 
Henry L. Fowler. 



PoHt'HT 
Check. 



V 

V 



V 
V 
V 



Rem'ks. 



Cash. 



REGISTER. 



Date. 


Time. 


When Due. 


Dec. 


12 


Sight, 


> 




<c 


9 


Sight, 






Nov. 


13 


30 da. 


Dec. 


16 


Dec. 


9 


Sight, 






(< 


12 


Sight, 






H 


12 


Sight, 






a 


12 


Sight, 






6i 


10 


Sight, 






Oct. 


14 


2 mo. 


Dec. 


17 


Dec. 


12 


Sight, 







For Whom Collected. 



Monroe Co. National Bank, 
Clinton National Bank, 

Farmers, Canton, 

Drummond's Bank, Pittsford, 

Ourselves, 

D. J. Slocum, 

J. H. Woodward, 

Case & Weaver, 

R. L. Mason, 

M. Kauffman^ 



Face. 


CHECK. 


T.orCr. 

V 
V 

• 

V 

!^ 

V 


Paid. 

V 

V 

V 

V 
V 

V 


211 
865 

Int. 

1250 
4500 
423 
193 
345 
583 
285 
322 


92 
70 

00 
00 
34 
42 
23 
75 
00 
15 



Remarks. 



Credited. 
Credited. 

Remit'd N. Y. dft. 



Returned. 

Credited. 

Credited. 

Credited. 



classified with reference to its maturity so that it may be protected by protest if not paid. This is done 
by recording each paper by number, name, amount and when legally due in the Discount Tickler under 
the date of maturity. "* When so transferred a check mark is made in the Discount Register in the column 
headed " Tickler Ck. " "• In case the paper is dishonored and protested the word " Protested " is written 
opposite the record of it in the "Remarks" column of the Discount Tickler, and such other particulars 
regarding the matter as may be important. 

Disconnt Tickler. — *" As explained above, in this book are entered all the discounted notes or 
bills, arranged with reference to their maturity. "" The sphere of the Discount Tickler is to insure the 
presentation of paper for payment at the proper time. 

""The Dealers Bill Book^ sometimes called "Individual Liabilities," is designed to show in 
convenient form the amount of discounted paper carried by the bank for each customer. "°A title 
page is given to each dealer and the record is compiled from th& Discount Register. "* The book is 
divided into columns as follows: Commencing on the left there are consecutively given the "Date 
Discounted," "Number" (which is the consecutive number in the Discount Register), " Other Par- 
ties Liable," "Liable as Endorser," "Liable as Payer," "When Due," and "Remarks." "'Some- 
times the dealer's name is the one written at the head of the page, but the rule is to write the name 
on the strength of which the paper was bought. "* The book is indexed so that ready reference may 
be had and the amount on hand, if any, may be ascertained. "*Some banks observe a very strict 
record regarding the customers from whom they buy paper. "*A record is compiled not only like the 
above for each dealer, but a page is set apart upon which are posted the mercantile reports, synopsis of 
letters pertaining to the character of the house, opinions of business men regarding the dealer's stand- 
ing, etc. "' This record is carefully compiled from day to day. As fast as paper is paid it is marked 
" Paid " in the Remarks column. 
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DISCOUNT TICKLER. 

DECEMBER 12, 189-. 



No. 


Payer. 


Endorser. 


Where Payable. 


To Whom Sent. 


Amount. 


Ck 


Remarks. 


500 
501 


\V. F. Johnson, 
Robert Vaughn, 


James Brackett, 
Lord & Barrett, 


Our Bank, 
Union, City, 




12000 
2540 


00 
18 


P. & E. 



13 



502 
503 



H. W. Glass, 
L. W. Davis, 



Wm. Raymond, 
Thos. H. Wilson, 



Brown & Co., Can- 
ton, 
Exchange, City, 



Farmers, Lincoln 



785 
3250 



00 



00 



V 



Protested. 
P. 4; £. »th. 



COLLECTION TICKLER. 

DECEMBER 12, 189-. 



No. 


Payer. 


Where Payable. 


To Whom Sent. 


For Whom Coi^lbct'b. 


Amount. 


Ck 

V 


Remarks. 


833 
834 
835 


ArLhur Ranney, 
Jacob Hoekstra, 
A. M. Hastings, 


Lincoln, 
Exchange, City, 
Yonkers, 


Farmers Bank, 
Exchange, 


L. J. Farnham, 
S. TT. Lowe, 
W. F. Johnson, 


1215 
918 
856 


00 
30 
62 


Returned. 



13. 



837 
872 

886 



Chas. F. Ham, 
Harvey Brown, 

James Angle, 



Clyde, 
Union, City, 

Our Bank, 



Monroe Co., 



Stillman & Moore, 
Henry D. Wilson 

& Co., 
Traders National, 



318 
942 

1400 



20 
17 

00 



V 



P. & E. 
Protested. 



Collection Register. — *" This book is designed to contain a record of all paper left at the 
bank for collection, that which is received from abroad for collection, and of all sight paper, payable 
abroad, received as cash. (See Collection Register y page 228,) ""Being the book of original entry for 
such paper, the paper is recorded by consecutive numbers. "" The record of the time paper is then 
transferred to the Collection Tickler, and when so entered a check mark is made in the column 
headed "Tickler and Cr. Check'* of the Collection Register. "®A11 sight paper received from abroad 
is at once presented for payment, and if paid it is checked in the ** Paid " column of the Collection 
Register. "* Paper received from a regular correspondent, if paid, is credited to such bank in the 
Journal and checked in the column headed "Tickler and Cr. Check" of the Collection Register. 
""The proceeds of all paper received from other than regular correspondents are remitted in draft on 
Chemical National Bank, and when so remitted a memorandum to that effect is made in the " Remarks " 
column of the Collection Register and the draft is entered in the New York Draft Register. 

"'All checks and sight drafts payable abroad, received as cash, are entered in .this book and charged 
in the Journal to the accounts of the banks to which they are sent for collection. "* When so charged 
they are checked in the "T. and Cr. Check" column. All paper payable abroad, received as cash, is 
charged immediately to the banks where sent for collection. 

"* The Collection Tickler contains a record of all time paper left with the bank for collection, 
and is compiled from the Collection Register. "" Like the Discount Tickler all transfers to the Collec- 
tion Tickler are arranged according to the date of the maturity of the paper. "^At the beginning of 
the year a new book is gotten up with printed headings for every week-day of the year; as, "Wednesday, 
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DEALERS BILL BOOK. 

JONES MANUFACTURING COMPANY. 



WHSN 
DISOOUNT'D 


NO. 


OTHER PARTIES LIABLE. 


DI8COU>'TED 
FOR HIM. 


1 

LIABLE AH 
.PAYER. 

1 


LIABLE AS 
ENDORSER. 


WHEN DUE. 


REMARKS. 


18»-. 

Dec. 

■ 


12 


556 


Ham & King, 


1750 


00 


1 
1 




1750 


00 

• 


Dee. 


24 





HENRY L FOWLER. 



Dec. 




H. Sibley, 



450 


00 


450 ' 00 

1 


1 




Jan. 


4 



Jan, let, 1890," etc., one-half of a double page usually being given to each day of the week from Mon- 
day to Saturday. ""On each page are ruled columns headed *'For Whose Acct.," "Payer," "When 
Payable," and " To Whom Sent." ""A record so kept enables the bank to demand payment promptly 
on the date of maturity, and if not paid to protest same and notify the endorsers as provided by law. 
"*' The Collection and Discount ticklers are consulted at the beginning of each day's business, when it 
can be seen just what paper demands attention. "'AH collections are sent to the bank where made 
payable or to the correspondents of the bank, except in cases where a long time is to elapse before 
maturity. "' But even in case of long time paper such collections should be sent several days before 
maturity that due notice may be sent the payer by the bank where payment is to be made. 

Stock Ledger. — "' This book contains an account with each stockholder, in which he is credited 
for all stock paid for, and debited with all stock transferred to other parties. This book is kept by 
the Secretary or Cashier and therefore is not used here in the memoranda. 

"* Collection Paper is paper received by a bank for collection on account of its depositors, cor- 
respondents and others. Such paper does not become the property of the bank as the bank only acts 
as agent for the owners, charging a fee for its services, called " Collection." The making of collections 
is an important part of the banking business, and the one which illustrates forcibly the utility of banks. 
Paper for collection must be drawn or endorsed so that the bank can make the collection. 

"* When paper is received for collection, the bank clerk marks on each note or time draft the date 
of its maturity. This is called "timing." 

"•All paper received for collection, wherever payable and of whatever kind, is entered in the Col- 
lection Register. "' If it is time paper it is also entered in the Collection Tickler and checked in the 
Tickler Check column in the Collection Register to show that it has been entered in the Tickler. 
Every entry is numbered in the Collection Register and the Collection Register number is written on 
the paper itself, usually in red ink. 

"• Paper from abroad received for collection, if payable at sight, is collected and checked in the 
*^Paid" column in the Collection Register, and credited in the Journal to the bank from whom it was 
received, and again checked in the Tickler check column to show that it had been so credited. The 
^* Tickler Check" column thus serves the double purpose of checking sight paper when credited and 
time paper when entered in the Tickler. 

"•After paper received for collection, payable abroad, has been entered in the Collection Register, 
if time paper, it is also entered in the Collection Tickler and checked in the Tickler Check column, and 
sent to the place where it is payable for collection. 

"" There is no uniform rate of charges for collecting paper, the amount charged being largely gov- 
erned by circumstances; that is, the place where payable, the amount of the paper and the business 
relations with the customer. 

"* No charge is made for collecting paper payable in the city received from banks which are regular 
correspondents, nor do such banks make a charge in similar cases. ^^' The accommodation is reciprocal. 
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The bank that received the paper for collection usually makes a charge to the party for whom the collec- 
tion was made, whether or not a charge was made to the bank for collecting the paper. "* When a 
charge is made by a correspondent of the bank for making a collection this charge is included in the 
bank's charges to the party for whom the collection is made. 

"* If paper payable abroad is collected by a bank not a regular correspondent the proceeds are 
usually remitted by Xew York draft. "* If the collection is made by a regular correspondent the pro- 
ceeds are credited, and a notice is usually sent to that effect. 

"•Sight paper received from abroad, drawn on a depositor, is presented to the drawee, who pays it 
either by giving a check for the amount, or by accepting it payable at the bank. This is not an " accept- 
ance '* in the usual sense, but an order on the bank to pay the amount specified in the draft. 

*" Discount Paper includes all time paper discounted or bought by the bank. Such paper is 
called Bills Discounted, which is the same as Bills Receivable. Unlike collection paper discounted 
paper is the property of the bank, and when it is paid Bills Discounted account is credited for the 
amount of such paper. "" In addition to the discount on discounted paper payable abroad, charges 
are usually made for collection and exchange. As the proceeds of each note must be collected and 
remitted to the bank discounting the paper, if it is collected by a bank not a regular correspondent, the 
cost of exchange will be deducted, in addition to the charge for collection. "■ "Were it not for the 
reciprocal arrangement for mutual services, like charges would be made by the bank's correspondents. 
Thus it will be seen that the charges for collection and exchange made the party for whom the paper 
is discounted, are for services rendered by the bank or its correspondents. "* When discounted paper 
payable at the bank where it is discounted, falls due, it is charged direct to the account of the makers 
if their account is good for it. Previous notice is, however, always sent of the maturity of such paper. 
*" Some banks require that such paper be taken up or "lifted," as it is called, by check. 

"' When paper is discounted for a regular depositor, he is usually credited in account with the 
proceeds. "' If the party is not a regular depositor, the amount of the proceeds is paid him in cash. 
"* In transactions of this kind, the person for whom the paper was discounted is furnished a check 
signed by the cashier, called a "Cashier's Check," which is immediately cashed by the paying teller 
and placed among the checks and charged to "Cashier Account." *" Cashier account is credited for 
this amojant from the Discount Register. "'This check is drawn for the purpose of serving as a 
voucher of the transaction, and is used for the accommodation of the bank. 

Sight Paper Deposited. — *" All sight paper deposited becomes the property of the bank and is 
treated as cash. ""When this paper is sent away to be collected, the banks to which it is sent are 
charged for the amount of it at the time it is sent, instead of at the time it is collected, as in the case 
of sight paper received for collection. "• Whether received for collection or on deposit, all sight paper 
is entered in the Collection Register. 

Directions for nsing tlie Individual Ledger. — *" Write the names of the depositors in 
alphabetical order, and Certificates of Deposit, Certified Checks, Cashier and the transient accounts 
beneath, on the left of the left-hand page and on the right of the right-hand page, being particu- 
lar to put each name on the same line on each page. '" Enter the balance of each account in the 
" Balance " column, opposite the depositor's name. "' Enter each customer's checks paid during the 
day in the "Checks in Detail" column, opposite his name, "'and extend the aggregate of such checks 
to the "Total Checks" column. "* Enter each customer's deposit in the "Deposits" column, *"and 
also any collection made for him, from the Collection Register or Collection Tickler, "• and the proceeds 
of paper discounted for him, not paid in cash, from the Discount Register. *" Enter the proceeds of 
discounted paper that was paid in cash also in the "Deposits" column, opposite " Cashier Account." 
"■ Add each customer's deposit for the day to the last balance of his account, and from that sum deduct 
the amount of his checks. "" The difference will show the present balance of his account, and will be 
extended into the next "Balance" column, opposite his name. '"®When the account is overdrawn, 
enter the amount of the " overdraft " in red ink, 

*" When the balances of all the accounts have been entered as directed, add the " Total Checks," 
"Deposits" and "Balance" columns. 

'" To prove the correctness of this work, find the difference between the total checks and deposits 
for the day. "* This difference will equal the difference between the total balances of the day and the 
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total balancesi of the day previous. "* If the *^ Balance " column contains both black and red ink entries, 
foot first the black and then the red ink amounts, and place the footings at the bottom of the column 
in corresponding ink, and exhibit the difference beneath, which difference will be the amount due 
depositors. 

"* The footing of the " Total Checks " column is debited to deposits in the Joamal, and the footing 
of the "Deposits" column is credited to deposits in the Journal. 

*"* As depositors are credited in the Individual Ledger with the proceeds of paper discounted for 
them, and Deposits account is credited in the Journal for the amount of the deposits, it will be neces- 
sary to carry the other results of the Discount Eegister to the Journal as well, in order that the Journal 
may show the correct balance of cash. Bills Discounted should, therefore, bo debited and Collection 
and Exchange and Discount credited in the Journal each day for the footings of those columns in the 
Discount fiegister. 



EESOUEOES A1^T> LIABILITIES 



OF TEE 



SECOND NATIONAL BANK. 



The General Ledger of the Second National Bank exhibits the following balances of accounts at 
the close of business, Saturday, Dec. 24th, 189-. 



DEBIT BALANCES. 






CREDIT BALANCES. 






Cafih, » 


32348 


92 


; 

Capital Stock, ^ 


100000 


00 


United States Bonds, ' ' 


50000 


00 


Circulation, * 


45000 


00 


Beal Estate, » 


8000 


00 


Deposits, • 


134927 


13 


Furniture and Fix£ures, • 


2500 


00 


Discount, " 


3483 


71 


Expense, ^ 


1683 


19 


Collection and Exchange, " 


1219 


18 


National Park Bank, New York, 






Surplus Fund, «' 
Undivided Profits, ** 


11750 


63 


(approved reserve agent), ' 


16523 


85 


2718 


42 


Chemical National Bank, New York," 


46275 


13 


/ 






Bills Discounted, *^ 


123767 


10 


/ 






Wayne Co. National Bank, Lyons, " i 


3846 


11 


X 






Geo. K. Warren & Co., Bankers, Bath," 


1786 


51 


y/^ 






First National Bank, Rockford, ^^ 


2870 


97 


y 






Norwich National Bank, Norwich, ^ 


814 02 


y^ 






Farmers Bank, Canton, " 


386 07 


^ ^r 


• 




Third National Bank, Newport, " 
Exchange National Bank, Bristol, " 


1287 19 








3876 24 


/ 






Traders National Bank, Kingston, * 
Redemption Fund with U . S. Treas- 


883 77 


x 










/ 






urer {5^ on circulation), ^ 


2250 


00 
07 


/ * 






* 


299099 


299099 


07 



{Open accounts in the General Ledger with the above bala7ices, as you vx>uld if you were opening a nst(f 
Ledger in any other b^isiness, and open them in the order indicated by the number placed before each ac- 
count. Give the accounts numbered 3, 4, 5, 6, 21, 22, 23 and 2j^, one-fourth of a page space, and all of 
the others one-half a page each. Also place the balance on deposit in Chemical Bank in the New York 
Draft Register, as illustrated on page 224.) 

The General Ledp^er used in this set is the ordinary form of Ledger. Some banks, however, use a form ef General 
Ledger similar to the Individual Ledger illustrated on pages 226 and 227. 



234 



THEOREnOAL AND PRAOTIOAL BOOK-KEEPING. 



The following are the balances of depositors' accounts, as shown by the Individual Ledger. It 
will be observed that the aggregate of these credits is the same as the amount credited to Deposits 
account in the General Ledger. 

{Credit each depositor, in the Individual Ledger, with the amount opposite his Tiame. See directions 
for the keeping the Individual Ledger, page 232,) ( Arrange the accounts in alphabetical order,) 



W. F. Jameson, 

Ohas. J. Burke, 

B. L. Mason, 

D. J. Slocum, 

Stillman & Moore, 

Jas. Angle, 

Thomas H. Wilson, 

Bay Brothers, 

Meyer & Kauffman, 

Johnson Manufacturing Company, 

Wm. Baymond, 

Forward, 



12486 


18 


9173 


11 


8452 


09 


2483 


74 


12293 


81 


4817 


04 


8117 


93 


7483 


54 


6411 


31 


6943 


67 


3484 


66 
08 


82147 



( Credits continued) 
Forward, 
Maxwell Day, 
Samuel Wilder, 
L. J. Farnsworth, 
Bingham, Field & Ward, 
Ben]. Thomas & Son, 
Lord & Bennett, 
T. J. & W. E. Upton, 
Certified Checks, 

Total, 




The following discounted paper, aggregating the amount debited to Bills Discounted account in 

the General Ledger, in possession of the bank at this date, should be shown by the Discount Tickler. 

{See form of Discount Tickler, on page 230, Enter this discounted paper in the Discount Tickler, each 

item under its date of maturity. Write the dates in order in the Discount and Collection Ticklers, entirely 

through these hooks, omitting Sundays and holidays,) 

Since there is no entry or check mark to be made in the Discount Register at the maturity of paper, it is not neces- 
sary for you to enter pax)er on hand pX this date in your Discount Register. In business such paper would, of course, be 
entered in the Discount Register and Discount Tickler at the time it was discounted. All paper maturing on Sundays or 
holidays should be entered under the date of the first business day following. The statutes of the various States are not 
uniform in regard to the time of payment of paper maturing on Sundays and holidays. 

No. 489. Note of H. Whitaker, at 30 days from Nov. 23d, indorsed by D. J. Slocum, payable at 
Second National Bank, Lyons, for 1500.00. Sent to Wayne County National. {Discount Tickler, see 
page 230.) 

No. 486. Note of H. C. Decker, at 90 days from Sep. 24th, indorsed by Wm. Raymond, payable 
At Exchange Bank, City, for 8750.00. 

No. 488. Note of W. S. Chapin, indorsed by W. W. Wheeler, at 2 months from Oct. 23d, pap 
Able at Woodruff's Bank, Livonia, for 500.00. Sent to Woodruff's. 

No. 487. Note of Maxwell Day, indorsed by Burt, Brace & Co., at 1 month from Nov. 24t/i, 
payable at our bank, for 10000.00 

No. 483. Note of A. 0. Bunnell, indorsed by Joseph Cone, at 3 months from Sept. 24th, payable 
at Exchange Bank^Dansville, for 10500.00. Sent to Exchange Bank. 

No. 485. • Note of A. M. Hastings, indorsed by Samuel Wilder, at 6 months from June 25th, pay- 
able at Union Bank, City, for 5000.00. 

No. 484. Note of W. T. Tinsley, indorsed by J. A. Munson and Meyer & Kauffman, at 30 days 
from Nov. 25th, payable at Wayne Co. National Bank*, Lyons, for 7500.00. Sent to Wayne Co. Nat'l. 

No. 482. Note of H. Bancroft, indorsed by Samuel Wilder, at 3 months from Sept. 25th, payable 
M our bank, for 9000.00. 

No. 499. Note of J. Wilson & Co., indorsed by Lord & Bennett, at 60 days from Oct. 26th, pay- 
able at our bank, for 15000.00. 

No. 494. Note of P. J. Smith, indorsed by Ray Bros., at 4 months from Aug. 26th, payable at 
■Third National Bank, Newport, for 7200.00. Sent to Third National. 

No. 496. Note of Johnson Mfg. Co., indorsed by Freeman Clarke, at 90 days from Sept. 27th, 
payable at our bank, for 3000.00. 

No. 495. Note of R. L. Mason, indorsed by P. J. Moore, at 1 month from Nov. 27th, payable at 
^ur bank, for 5000.00. 

No. 491. Note of D. W. Smith & Co., indorsed by Jas. Angle, at 6 months from June 27th, pay- 
Able at Union Bank, City, for 2876.90. 

No. 493. Note of L. J. Pratt & Co., indorsed by Jas. Angle, at 30 days from Nov. 27th, payable 
At Exchange Bank, City, for 1500.00. 
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No. 492. Note of Bingham, Field & Ward, indorsed by C. D. Cox, at 90 - days from Sept. 29th, 
payable at our bank, for 2150.00. 

No. 498. Accepted draft of P. Wise & Son, indorsed by Bingham, Field & Ward, at 10 days from 
Dec. 18th, payable at Second National Bank, Palmyra, for 1800.00. Sent to Second National. 

No. 497. Note of Creed & Wilson, indorsed by Ray Bros., at 3 months from Sept. 28th, payable 
at Union Bank, City, for 2500.00. 

No. 490. Note of Brown & Wood, indorsed by Benj. Thomas & Son, at 60 days from Oct. 29th, 
payable at Third National Bank, Newport, for 1750.00 Sent to Third National. 

No. 503. Note of W. F. Jameson, indorsed by James Brackett, at 30 days from Nov. 30th, pay- 
able at our bank, for 12000.00. 

No. 505. Note of Robert Vaughan, indorsed by Lord & Bennett, at 2 months from Oct. 29th, 
payable at Union Bank, City, for 2540. 18. 

No. 504. Note of H. W. Glass, indorsed by Wm. Raymond, at 2 months from Oct. 31st, payable 
at Brown & Co.'s Bank, Canton, for 785.00. Sent to Farmers. 

No. 500. Note of L. W. Davis, indorsed by Thos. H. Wilson, at 4 months from Aug. 31st, pay- 
able at Exchange Bank, City, for 3250.00. 

No. 502. Note of Meyer & Kauffman, indorsed by Nelson James, at 2 months from Nov. 1st, 
payable at our bank, for 4500.00. 

No. 501. Note of Knapp & Peck, favor of Meyer & Kauffman, at 60 days from Nov. 2d, payable 
at First National Bank, Auburn, for 3879.60. Sent to First National. 

No. 506. Note of L. W. Brigham, indorsed by Samuel Wilder, at 3 months from Oct. 2d, pay- 
able at Farmers Bank, Canton, for 1285.42. Sent to Farmers. 

The following paper is in possession of the bank at this date for collection for other parties, as 
shown by the Collection Tickler. {See form of Collection Tickler y on page 230. Enter this paper in 
the Collection Tickler, each item under its date of maturity.) 

Since there is no entry to be made in the Collection Register when the paper matures, excepting to check sight paper 
when it is paid and credited, you need not enter this paper in your Collection Register. 

No. 819. For R. L. Mason, accepted draft at 10 days from Dec. 13th, on J. H. Wing, Lyons, for 
£84.75. Sent to Wayne County National. 

No. 825. For Stillman & Moore, accepted draft at 3 days from Dec. 20th, on Porter Farley, Can- 
ton, for 1250.00. Sent to Farmers. 

No. 823. For Thos. H. Wilson, John B. Sage's note, at 30 days from Nov. 24th, payable at Geo. 
K. Warren & Co.'s Bank, Bath, for 817.00, with interest. Sent to Geo. K. Warren & Co.'s. {Write 
Int. over the amount in C. T) 

No. 824. For Meyer & Kauffman, Henry A. Strong's note, at 2 months from Oct. 24th, payable 
at Union Bank, City, for 215.00. 

No. 821. For Wm. Raymond, accepted draft on W. D. McGuire, at 10 days from Dec. 14th, pay- 
able at Norwich, for 368. 90. Sent to Norwich National. 

No. 822. For Samuel Wilder, accepted draft on E. F. Woodbury, Newport, at 60 days from Oct. 
26th, for 63.92. Sent to Third National. 

No. 820. For Bingham, F. & W., J. E. Booth's note, at 1 month from Nov. 25th, payable at 
Clanton Savings Bank, for 216.25. Sent to Farmers. 

No. 829. For Ray Brothers, P. Ford's note at 30 days from Nov. 25th, payable at Rockford 
dounty Bank, with interest, for 1483.50. Sent to First National. ( Write " /m^." over the amount in C, T) 

No. 828. For Lord & Bennett, J. M. Harrison's note, at 3 months from Sep. 26th, payable in 
Bristol, for 1500.00. Sent to Exchange National. 

No. 827. For Chas. J. Burke, accepted draft on R. S. Kenyon, at 2 months from Oct. 26th, pay- 
able in New York, for 957.65. Sent to Chemical. 

No. 826. For D. J. Slocum, A. L. Mabbett's note, at 3 months from Sep. 26th, payable at Lyons, 
for 88.40. Sent to Wayne County National. 

No. 834. For Jas. Angle, J. L. Townsend's note, at 60 days from Oct. 27th, payable at Bath, for 
396.15. Sent to Geo. K. Warren & Co.'s. 

No. 833. For Johnson Manufacturing Co., accepted draft on F. W. Clark, Norwich, at 3 days 
from Dec. 24th, for 911.13. Sent to Norwich National. 

No. 832. For Maxwell Day, Ward Kelly's note, at 6 months from June 27th, payable at Union 
Bank, City, for 1350.00. 
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No. 831. For L. J. Farnsworth, accepted draft on Arthur Kanney, at 1 month from Nov. 28th, 
payable in Canton, for 1215.00. Sent to Farmers. 

No. 830. For S. H. Lowe, Jacob Hoekstra's note, at 6 months from June 28th, payable at 
Exchange Bank, City, for 918.30: 

No. 835. For F. W. Jameson, accepted draft on A. M. Hastings, Yonkers, at 10 days from Dec. 
18th, for 856. 62. Sent to Chemical. 

In case paper is payable where a regular correspondent can collect it more easily than you can, it is better to send it 
to such correspondent. This explains why No. 835 was sent to Chemical Bank, New York. 

No. 836. For E. L. Mason, L. S. Fulton's note, at 2 months from Oct. 28th, payable in Lyons, 
for 126. 90. Sent to Wayne County National. 

MEMORANDA OF TRANSACTIONS FOR DECEMBER. 

The following transactions are not to be copied but are to be entered in the various books as indicated. 

DECEMBER 26, 18—. 

Discount No. 486, note of H. C. Decker of 8750.00, has been paid. {Mark this Paid £ Entered^ 
or P. <S B., in the Discount Tickler, and credit Bills Discounted in the Journal, short extending the 
amount, that is : writing it inside as illustrated on page 224, as there may be other Bills Discounted to be 
credited, and in this manner several may he entered on one line aiid extended in total at the close of the day.) 
Received the following paper for collection: » 

No. 837. For R. L. Mason, sight draft on L. W. Wooden, Nyack, for 432.50. Sent it to Chem- 
ical Bank. {C, R. See U7 to 162, page 230, and 16^ to 176, page 231. 

No eDtry, except in Collection Register, is required until notice has heen received of the disposition of the paper. 

No. 838. For Stillman & Moore, note of L. F. Chappell, at 3 months from Oct. 9th, for 1250. OC, 
payable at Second National Bank of Lyons. Sent to Wayne Co. National Bank, Lyons. {C.R.and C. T.) 
In entering in Tickler remember to add the three days of grace. 

No. 839. For G. H. Perkins, sight draft on W. B. Murdock, Canton, for 926. 18. Sent to Farmers 
Bank, Canton. (C. R.) 

No. 840. For Jas. Angle, note of David A. Welles, at 30 days from Nov. 26th, for 750.00, with 
interest, payable at Union Bank, City. (C. R. and C. T.) 

No. 841. For T. J. & W. E. Upton, sight draft on Daniel Boody, Hoboken, for 119.75. Sent ta 
Chemical Bank. (C. R.) 

No. 842. For Samuel Wilder, accepted draft on Wm. Haynes, Norwich, at 10 days from Dec. 
22d, for 1842.11. Sent to Norwich National Bank. (C. R. and C. T,) 

No. 843. For Wm. Raymond, sight draft on Peter Bradley, Rockford, for 143.90. Sent to First 
National Bank, Rockford. (C. R.) 
Discounted the following paper: 

No. 507. For Chas. J. Burke, note of J. D. Winslow, at 30 days from this date, payable at 
Exchange Bank, City, for 858.90. Discount, 4.72. Proceeds credited. (Z>. R., D. T. See 124. to 
138, page 227, and 177 to 185, page 232. See forms on pages 228 and 230.) 

No. 508. For D. J. Slocum, note of H. Whitaker, at 30 days from Dec. 24th, payable at First 
National Bank, Lyons, for 1250.00. Proceeds credited and note sent to Wayne County National Bank 
for collection. Discount, 6.46; collection, 1.00; exchange, 1.56. {D. R.,D. T.) 

No. 609. For Samuel Wilder, note of A. M. Hastings, at 10 days from this date, payable at Union 
Bank, City, for 3875.00. Discount, 8.40. Proceeds credited. {D. R., D. T.) 

No. 510. For Johnson Mfg. Co., their note at 30 days from this date, indorsed by Freeman. 
Clarke, payable at our bank, for 6000.00. Discount, 27.50. Proceeds credited. (Z>. R,, D. T.) 

The following drafts on New York were received among the deposits, and have been sent to Chemi- 
cal Bank, New York, for our credit: No. 234, First National of Dayton, on Shoe & Leather, 2876.00; 
No. 1851, Commercial of Coming, on Metropolitan, 542.75; No. 753, City Bank of HoUey, on Broad- 
way, 37.20; No. 115, Seward's of Auburn, on Chemical, 1123.14; No. 1321, Exchange of Geneva, on 
Third National, 2475.00; No. 4, Steele & Avery, City, on D. Slote & Co., 375.00. (iV. Y.M. R. See 
form on page 224. See also 115 to 123, page 227. ) 
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Drew the following drafts on Chemical Bank: No. 1585, favor Lord & Bennett, 325.10; exch., 50^. 
No. 1586, favor Samuel Wilder, 1200.00; exch., 1.50. No. 1687, favor G. W. Cook, 56.15; exch., 
15^. No. 1588, favor Meyer & Kanfifman, 2500.00; exch., 3.13. No. 1589, favor Stillman & Moore, 
300.00; exch., 50^. No. 1590, favor Thos. H. Wilson, 10000.00; exch., 12.50. No. 1591, favor W. 
F. Jameson, 2000.00; exch., 2.50. {K Y. D. R.) 

Paid certified check No. 4392. Amount, 384.16. (/. L. Seepage ^26.) 

The Teller certifies a check presented for certification, provided the maker's account is good for the amount, and 
places a slip memorandum on a spindle, giving the name of the maker and the amount of the check. The book-keeper 
debits the depositor for such check from this slip, and credits Certified Checks account. When the check is paid Certified 
Checks account is debited. 

Received the following deposits: Lord & Bennett, 1285.50; Samuel Wilder, 976.00; Johnson 
Manufacturing Co., 2875.00; Stillman & Moore, 1872.25; Chas. J. Burke, 5460.00; James Angle, 
375.00; W. F. Jameson, 926.14; D. J. Slocum, 432.12; Ray Bros., 856.11; Wm. Raymond, 1756.23; 
L. J. Farnsworth, 493.92; Benj. Thomas & Son, 1250.00; T. J. & W. B. Upton, 2115.00. (/. L. Enter 
the above deposits in the ^^ Deposits ^^ column of the Individual Ledger y and the following checks in the 
*^ Checks in Detail" column. See form of L L. page 226.) 

It will be found necessary to write the amounts of checks in very small figures to afford room for all in the space 
^Dotted. It is customary in business to leave two or more lines for one account, if it be a very active one involving 
the entry of more checks than could be entered on one line. 

Deposits are entered from Deposit Tickets made out and brought to the bank by the depositors. The teller, after 
checking the deposits on the Deposit Tickets and examining the footings, places the tickets on a spindle from which the 
book-keeper takes them and makes the proper entries. 

Paid the following checks: Bingham, Field & Ward, 375.00, 926.50, 1000.00; Lord & Bennett, 
^118.00, 325.60, 92.15; Samuel Wilder, 2025.00, 37.50, 325.00, 150.00; Wm. Raymond, 200.00, 480.00, 
3115.00; Meyer & Kauffman, 4275.00, 85.00; Thos. H. Wilson, 8000.00; Stillman & Moore, 2500.00, 
187.50, 300.00; R. L. Mason, 3250.00, 132.00, 247.18; W. F. Jameson, 2000.00, 342.25, 1176.00. (/. L. 
JSee 192, page 282, ) 

Collection and Exchange, from Teller's Memorandum, 7.25. (/. See form of Journal, page 22^,) 

The items of Collection and Exchangeon sight drafts and foreign checks received on deposit are entered in the 
Teller's Memorandum at the time the deposits are made, and are either paid in cash by the depositors or deducted from 
the deposit tickets. Collection and Exchange is credited in the Journal at the end of the day for the sum of such items. 

You will now balance the New York Draft Register {see form on pages 224, 225), and carry the 
aggregate of the drafts drawn on Chemical National Bank to the credit of that bank on the left-hand 
side of the Journal, the footing of the Collection & Exchange column to the Collection & Exchange 
column on the left-hand side of the Journal, and the aggregate of remittances to Chemical National 
Bank to the debit of that bank on the right-hand side of the Journal {see form of Journal, pages 22^, 
225). Add and rule the columns in the Discount Register {see form on pages 228, 229), and enter the 
footing of the column containing the amount of paper discounted to the debit of Bills Discounted on 
the right-hand side of the Journal, the footings of the Discount and Collection & Exchange columns to 
the credit of those accounts on the left-hand side of the Journal. The items in the Proceeds column 
should be credited to the parties for whom discounted, in the Individual Ledger, writing the amounts 
over the deposits in cases where deposits have been made this day, and placing the letter " d " against 
the amount as illustrated in the form of Individual Ledger shown on page 226. Check each posting in 
the Discount Register as illustrated on page 229. 

Extend the balances of depositors' accounts into the "Balance" column in the Individual Ledger, 
and foot the column; foot the *' Total Checks " and " Deposits " column, and carry the footings to the 
Journal. {See 198 to 205, page 232.) Rule tlie Individual Ledger at the bottom of the page. 

You will also add and rule the Journal, carrying the footings of the Collection & Exchange into 
the General column. {See form of Journal on pages 224 and 225.) Post all the items in the General 
column on the left-hand page to the credit of the respective accounts in the General 'Ledger, and the 
footing of the Collection & Exchange column to the credit of Collection & Exchange account in the 
General Ledger, and those in the General column on the right-hand page to the debit of the respective 
accounts. Debit Cash account in the General Ledger with the footing of the left-hand page of the 
Journal, and credit it with the footing of the right-hand page. 
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DECEMBER 27, 189-. 

Eeceived advice from Wayne County National Bank, Lyons, that collection No. 819 has been paid 
and placed to our credit. (/. £ I, L. Charge W. C. N. Bank, 58^,15, and credit R, L. Mason, 584^25, 
and Coll. and Bx., 60c. Check Paid and Entered, or P, <& E. in the Collection Tickler. See 175, page 2S2, )i 

Also, received notice from Farmers Bank, Canton, that collection No. 825 has been paid and pfeced! 
to our credit. (/. <&. I. L. Charge Farmers Bank, 1250,00, in J., and credit Stillman and Moore,, 
1249.00, in I. L. and Coll. £ Exch., 1.00 in J. Check P. £ E. in C. T. See 175, page 232.) 

Collection No. 824 has been paid. (/. L. Credit Meyer £ K., 215.00, and check P. £ E, in C. T.. 
See 111 and 172, page 231.) 

Discount No. 487 has been placed among the checks, and will be charged to the accotmt of the- 
maker. Maxwell Day, at the close of business for the day. (J. Check P. £ E. in D. H See 180y 
page 232.) 

Since this note was made by one of our depositors, and his account is good for the amount, it is only necessary- 
to credit Bills Discounted, 10000.00, at this time, and place the note among the vouchers that are to be charged to deposi- 
tors. See list of checks paid, below. 

Received advice from Wayne County National Bank, that discount No. 489 has been paid and 
placed to our credit. (/. Credit Bills Discounted and debit W. C. N. Bank 1500,00, and check Paid 
and Entered, or P. £ E., in the Discount Tickler.) 

Received draft No. 161, on Sixth National Bank, New York, from Woodruff's Bank, Livonia, for 
proceeds of discount No. 488, less 25^ collection and 25^ exchange. {J. Credit Bills Discounted, 
500,00, and debit Coll. £ Exch., 50^.) 

The draft received will be charged to Chemical National Bank, in the N. T. Draft Register, later in the day, witb 
other drafts received during the day. 

Received the paper described below, from the following banks, for collection and credit: From 
Norwich National Bank, H. B. Cook & Co. '3 sight draft for 4150.00, on N. Fisher & Co., City, dated 
Dec. 26. Presented, collected and credited. {C. R., J. Credit N. N. Bank, 4150.00, and check in 
both columns in the Collection Register.) 

From Exchange National Bank, Bristol, D. J. Loomis' check on Union Bank, City, dated Dec. 26, 
for 493.18. Collected. (C R., J. Credit Exchange N. Bank, Bristol, 493.18. See 168, page 231.) 

From Traders National Bank, Kingston, A. B. Wilson's sight draft on Johnson Mfg. Co., dated 
Dec. 26, for 573.90. Presented, accepted and placed among the checks. ((7. R., J. Credit Traders 
N. Bank, Kingston, 573,90, See 176, page 232. See list of checks for this date.) 

Received remittances in drafts on New York from the following banks, on account: No. 943, First 
National of Rockford, on Broadway Bank, for 2500.00; No. 341, Geo. K. Warren & Co., Bath, on 
Union Trust Co., for 1500.00. {Credit the banks from which the drafts are received at once, in the 
Journal, and enter the drafts on the left-hand side of the JV. Y. Draft Register, tvith other drafts, later 
in the day.) 

The following sight drafts, dated this day, on individuals and firms, received on deposit from our 
customers, and included in deposits enumerated below, have been sent to our correspondents for our 
credit: 

W. F. Jameson, on D. B. Hill, Lyons, for 225.00. Sent to Wayne Co. National, and charged to 
their account. {C. R., J. Debit Wayne Co. National, 225.00. In ^^ For Whom Collected ^^ column in 
C. R. write ''Cash,'' as this was received as a cash deposit. See 187 to 189, page 232.) 

As this item is included in the amount of W. F. Jameson's deposit mentioned later no entry shotdd be made to his 
credit at this time. 

Johnson Mfg. Co., on P. G. Warren, Bristol, for 2800.00. Sent and charged to Exchange National 
Bank, Bristol. 

Maxwell Day, on D. L. Price & Co., Kingston, for 340.00. Sent and charged to Traders National 
Bank, Kingston. 

Jas. Angle, on A. A. Wildman, Rockford, for 1350.00. Sent and charged to First National Bank,. 
Rockford. 
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Discounted the following paper: For Johnson Mfg. Co., P. L. Paine's accepted draft, at 30 days 
from Dec. 24th, payable at First National Bank, Lyons, for 4325.00. Discount, 21.63; collection, 
4.00; exchange, 6.41. Sent to W. C. N. Bank. (D. R, D. T.) 

For Maxwell Day, D. H. Davis* note, at 3 months from Oct. 23, payable at Woodruff's Bank,, 
Livonia, for 1500.00. Discount, 7.60; collection, 1.00; exchange, 1.88. Sent Woodruff's Bank* 
{See 178 and 179, page 282.) 

For Samuel Wilder, Isaac Willis' note, at 60 days from Nov. 18, payable at Farmers Bank, Canton, 
for 2394.80. Discount, 9.68; collection, 2.00; exchange, 2.98. Sent Farmers Bank. 

For Thomas H. Wilson, J. D. Shultz' note, at 30 da. from date, payable at Coming's Bank, 
Richmond, for 398.60. Discount, 2.19; collection, 60^; exchange, 60^. Sent Coming's Bank. 

For R. L. Mason, T. G. Lord's note, at 4 months from Sept. 17, payable at Norwich National 
Bank, for 960.00. Discount, 3.84; collection, 60^; exchange, 1.20. Sent Norwich National Bank. 

Received the following paper for collection: From W. F. Jameson, draft at 10 days from date, on 
W. L. Peters & Co., Hoboken, for 918.75. Sent Chemical Bank. (C 72., C. T.) 

From Jas. Angle, note of W; F. Burroughs, at 2 months from Nov. 8, payable at Exchange Bank, 
City, for 1290.00. 

From Ray Bros., note of Miller & Co., at 2 months from Nov. 8, payable afc First National Bank, 
Kingston, with .interest, for 482.60. Sent Traders National, Kingston. 

From Meyer & Kauffman, draft at 16 days from date on Wendell & Holmes, Canton, for 1194.83, 
Sent Farmers Bank, Canton. 

Certified Lord & Bennett's check for 2500. (/. L. See note near top of page 287.) 

Drew the following drafts on Chemical Bank: No. 1592, favor Lord & Bennett, 1141.80; exch, 
1.00. No. 1593, favor Bingham, F. & W., 132.20; exch., 25^. No. 1594, favor Wm. Raymond, 
437.00; exch., 50^. No. 1595, favor Johnson Mfg. Co., 6444.00; exch., 6.00. No. 1596, favor Ray 
Bros., 4496.00; exch., 4.00. No. 1597, favor R. L. Mason, 4246.00; exch., 4.00. {See 117, page 227.) 

The following drafts on New York, received during the course of to-day's business, have been 
remitted to Chemical Bank for our credit: No. 161, Woodruff's Bank of Livonia, on Sixth National, 
499.50; No. 943, First National of Rockford, on Broadway Bank, 2500.00; No. 341, Geo. K. Warren 
& Co., Bath, on Union Trust Co., 1600.00; No. 108, Ward's Bank of Union, on Third National, 86.90; 
No. 347, First National of Butler, on Chemical, 583.11; No. 4043, Second National of Byron, on 
Broadway Bank, 2586.74; No. 48, Clark's Bank of Warsaw, on Sixth National, 138.18. {See 116, page 
227. See form on page 225.) 

Received the following deposits: T. J. & W. E. Upton, 1175.00; Benj. Thomas & Son, 435.57; 
Bingham, Field & Ward, 2850.00; Samuel Wilder, 894.13; Maxwell Day, 2948.75; Johnson Mfg. Co., 
3480.00; Meyer & Kauffman, 550.00; Thos. H. Wilson, 2294.18; Jas. Angle, 1840.00; D. J. Slocum, 
486.78; W. F. Jameson, 1500.00. {See IH, page 282.) 

Paid the following checks: Bingham, Field & Ward, 132.40, 1892.18, 460.00; Wm. Raymond, 
500.00, 437.50, 140.00; Johnson Mfg. Co., 6450.00, 573.90; Maxwell Day (note), 10000.00; Ray Bros., 
115.00; 973.62, 4500.00; Thomas H. Wilson, 56.75, 1394.11, 250.00; Stillman k Moore, 7500.00; R. L- 
Mason, 4250.00, 1400.00; Lord & Bennett, 2500.00, 1142.80, 177.14. {See 192, page 232.) 

Collection and Exchange, from Teller^s Memorandum, 6.94. {See note, page 287.) 

Paid cash for office stationery, postage, etc., 12.18. {Expense.) 

Rule, foot, and post as instructed for the previous day, 

DECEMBER 28, 189-. 

Received advice from Chemical National Bank, New York, that collection No. 841 bos been paid. 
{Chech in " Paid^^ column of C. R. Charge Cfiemical Bank in N. Y. D. R., 119.75. Credit T. J. & 
W. E. Upton, 119.25 in I. L.; Coll. d Exch., 50c., in J. See 178, page 232.) 

Received notice that collection No. 837 has also been paid. {Charge Chemical Bank, 432.50, N. Y. 
D. R.y and credit R. L. Mason, 482.00, a7id Coll. S Exch., 50c. See 178, page 232.) 

Received advice from First National, Rockford, that collection No. 843 has been paid. {Cliarge 
First National Bank, Rockford, 148.90. Credit Wm. Raymond, 148. 40; Coll. S Exch., 50^.) 
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Received advice from Geo. K. Warren & Co., Bath, that collection No. 823 has been paid. {Check 
P, & E. in a T, Charge Geo. K. W. & Co., 817,00, and 33 days interest , 4.49; total, 821.49. Credit 
Thos. H. Wilson, 820.99; and Coll. <6 Exch., 50c.) 

From Norwich National Bank, that collection No. 821 has been paid and credited. (Credit Wm. 
Raymond, 368.40, and Coll. <& Exch., 60c.; and charge Nonvich National, 368.90.) 

From Farmers Bank, Canton, that collection No. 839 has been paid. {Open an account with 
0, H. Perkins on first vacant U7ie in L i., ayid credit hint 925.68; credit Coll. <£ Exch., 50c., and 
charge Farmers Bank 926.18 in J.) 

Eeceived from Exchange National Bank, Dansville, their draft, No. 1486, on Bowery Bank, New 

York, for 10494.75, proceeds of discount No. 483, less their charge for collection, 5.25. {J. Cfieck 

P. <& E. in D. T. Credit Bills Discounted, 10500.00, and debit Coll. £ Exch., 5.25, in tJie Journal 

The difference represe^its the draft received, which will be sent and charged to Chemical Bank with others 

at the close of the day.) 

The Exchange NatioDal Bank of DaDSviile, DOt being a regular correspondent, charges us one-twentieth per cent, 
for collecting paper sent them. This charge is about one-half of that made by us to the customer for whom we dis- 
counted the note, the difference showing our profit in that transaction from collection alone. 

Discounts Nos. 485, 482 and 499, payable in the city, have been paid. {See 177, page 232.) 

Received the paper described below, from the following banks, for collection and credit: From 
Geo. K. Warren & Co., Bath, A. L. Underhill's draft on Harvey Brown, dated this day, at 2 days' 
flight, 942.17. The drawee accepts the draft upon presentation, payable at Union Bank. City. (C B., 

a T.) 

From First National, Rockford, Brooks & Smith's sight draft on 0. W. Lansing, city, 1455.00. 
Collected and credited to First National Bank, Rockford, 1455.00. {C. B., J.) ' 

From Farmers, Canton, S. P. Stevens' sight draft on M. M. Ward, 32.18. Collected and credited 
to Farmers, Canton, 32.18. 

From First National, Belleville, B. T. Jones & Co.'s sight draft on Yeoman & Blake, 411.75. 
Collected and remitted draft No." 1598 on Chemical Bank for 411.50. Collection, 25c. {Enter in C. 
B. only at this time. Enter the collection in the Exchange column in N. Y. D. B.) 

This draft will be entered to the credit of Chemical Bank, in the N. T. D. R, with others, at close of banking 
hours, and the collection will be credited to Coll. & Exch. at the same time by being entered in the Exchange column in 
that book. These entries will be made from the stub of the draft book. Since the First National Bank of Belleville is not 
a regular correspondent, we make a charge for collecting the foregoing draft, but only one-half of the charge we would 
make to an individual. No charge for exchange. See list of drafts drawn on Chemical Bank. 

Eeceived remittances from our correspondents, on account, as follows: From Wayne Co. National, 
draft No. 4142, on Fifth National, New York, for 5000.00. From Third National, Newport, draft 
No. 372, on Bowery Bank, New York, for 1287.19. {J. Credit the banks making these remittances.) 

These drafts, with others received during to-day/s business, will be remitted to Chemical Bank at the close of bank- 
ing hours, and at that time will be charged to Chemical Bank in the N. Y. D. R. 

Remitted our draft, No. 1599, on Chemical Bank, for 3000.00, to Norwich National Bank, on 

account. 

This will be credited to Chemical Bank, with others, at the close of the day. This could be entered in the N. 
Y. D. R. at once, but these drafts are usually torn from a stub when issued, and are entered in the N. Y. D. R. from the 
stubs at the close of the day. 

The following sight drafts on individuals and firms, received on deposit, have been sent forward for 
collection and credit: Lord & Bennett, on W. H. Atwater, Lyons, 211.50; sent and charged to Wayne 
Co. National. Wm. Raymond, on W. Dunn, Corning, 275.50; sent to Livingston's Bank, and charged 
to Livingston's Ba«ik in Sundry Banks and Bankers accounts. {See 187-180, page 232.) 

Livingston's Bank not being a regular correspondent, we do not wish to open a separate account with it. We there- 
fore open an account with Sundry Banks and Bankers, and debit that account for the amount of the draft sent Livingston's 
Bank. Debit Livingston's Bank in the Journal, and place 8. B., the initials for Sundry Banks and Bankers, after the 
entry, and post the item to Sundry Banks and Bankers account in the General Ledger. When the proceeds are received, 
credit Livingston's Bank for the face of the draft, and post it to the credit of Sundry Banks and Bankers account, on the 
same line with the debit to Livingston's Bank, and debit Coll. & Exch. in the Journal for the collection. 
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Discounted the following paper: For D. J. Slocum, Ward & Cobb's note, at 30 days from date, 
for 3000.00, indorsed by Jas. Jackson, Jr., payable at Second National Bank, Lyons; sent Wayne Co. 
National for collection. Discount, 16.50; collection, 3.00; exchange, 3.75. 

For Jas. Angle, Young & Baldwin's note for 380.00, at 15 days from date, payable at Union Bank, 
City. Discount, 1.14. 

For L. J. Farnsworth, T. K. Scott's note for 1800.00, at 1 month from 23d inst., payable at 
Exchange Bank, City. Discount, 8.70. 

For Bingham, Field & Ward, Wm. Raymond's note for 1450.00, at 5 days from this date, payable 
at our bank. Discount, 1.93. 

For Meyer & Kauffman, their note at 20 days from this date, for 2000.00, indorsed by W. M. Bond, 
payable at our bank. Discount, 7.67. 

Eeceived the following paper for collection: From D. J. Slocum, his sight draft on Ward & 
Holme^, Lyons, for 149.44; sent Wayne County National. 

From Samuel Wilder, his sight draft on King & Co., Canton, for 856.90; sent Farmers Bank, 
Canton. 

From Chas. J. Burke, his sight draft on Warren & Co., Belfast, for 1492.00; sent First National 

Bank, Belfast. • 

^^ • 

From L. W. Perry, his sight draft on Wilson & Caldwell, Newport, for 364.87; sent Third National, 
Newport. 

From Thos. H. Wilson, his sight draft on Nellis & Knox, Rockford, for 182.60; sent First National, 
Eockford. 

« 

Drew the following drafts on Chemical Bank: No. 1698, favor First National, Belleville, 411.50; 
exch., 25c. No. 1699, favor Norwich National, 3000.00. No. 1600, favor T. J. & W. E. Upton, 400.00; 
exch., 50c. No. 1601, favor Lord & Bennett, 52.25; exch., 15c. No. 1602, favor Samuel Wilder, 
1790.26; exch., 2.24. No. 1603, favor Johnson Mfg. Co., 6992.50; exch., 7.50. No. 1604, favor D. J. 
Slocum, 74.75; exch., 15c. 

Remitted to Chemical Bank, for our credit, the following drafts on New York, received during 
the day: No. 1486, Exchange National Bank, Dansville, on Bowery Bank, 10494.75; No. 4142, Wayne 
County National, Lyons, on Fifth National, 5000.00; No. 372, Third National, Newport, on Bowery 
•Bank, 1287.19; No. 1009, First National, Memphis, on Broadway, 63.94; No. 416, Wheeler's Bank, 
Belleville, on Second National, 489.43; No. 3142, Richmond's Bank, Batavia, on Chemical, 6300.00; 
No. 113, Bay Bros., on Cook & Lane, New York, 987.00. 

Eeceived the following deposits, as shown by deposit tickets filed: Lord & Bennett, 3000.00; Benj. 
Thomas & Son, 1790.00; L. J. Farnsworth, 315.00; Wm. Raymond, 775.00; Johnson Mfg. Co., 5275.00; 
Ray Bros., 2910.00; Thos. H. Wilson, 1800.00; Stillman & Moore, 6150.00; R. L. Mason, 8219.40; Chas. 
J. Burke, 3926.42. 

Paid the following checks: T. J. & W. E. Upton, 242.69, 400.00; Lord & Bennett, 52.75, 146.90, 
2234.46; Bingham, Field & Ward, 824.50, 640.00, 1138.65; Samuel Wilder, 2134.30, 86.25; Johnson 
Mfg. Co., 896.81, 27.50, 6000.00; Ray Bros., 4500.00; Jas. Angle, 1690.00, 47.'25; D. J. Slocum, 75.00, 
1792.63, 250.00. 

Collection & Exchange, from Teller's Memorandum, 16.92. 

Rule and foot the New York Draft Register, the Discount Register, and the Individual Ledger, 
and carry the results to the Journal. Rule, foot and post the Journal, as directed on page 237. 

DECEMBER 29, 189-. 

Received advice that the following collections have been paid: No. 822; Coll. & Exch., 25c. No. 
820; Coll. & Exch., 50c. No. 829; Interest, 8.16; Coll. & Exch., 1.00. (/. £ I. L.) 

Collection No. 840 has been paid. {Credit Jas. Angle, 750.00, and 33 days* interest, i.l3; total, 
754A3. I. L.) 

Be careful to make the proper check mark in the C. T. 

Received advice from Wayne County National Bank that discount No. 484, has been paid, 7500.00. 
16 w 
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Discount No. 49C, payable at our bank, has been charged to fche account of the maker. (See ISO, 
page 232, and 177, page 232. ) 

Received 3000.00 on deposit from W. G. Snyder. Issued him a Certificate of Deposit. {Credit 
Certificates of Deposit in the Ifidividual Ledger. Open an account with Certificates of Deposit, ) 

W. G. Snyder is not a customer, and instead of crediting him for bis deposit, we, at his request, issue him a Certifi. 
cate of Deposit, and credit Certificates of Deposit account. A Certificate of Deposit is a paper headed with the name 

and location of the bank, and the date, staling that Mr. has deposited dollars in this institution, payable 

to himself, or order, upon return of this certificste properly indoxBed, and is sit^ed by the president or cashier, or both. 
See form of Certificate of Deposit in Business Form. 

Received the paper described below, from the banks named, for collection and credit: 

From Farmers, Canton, P. G. White's sight draft, dated 28th, on Jas. Angle, for 94.16. Presented, 

accepted, and placed among the checks. {Credit Farmers, Canton, 9Ji..l6.) 

From. D. G. Lamson's Bank, Belfast, G. A. Stone's sight draft, dated 27th, on Hart & Shepard, 

for 298.76. Collected. Remitted our draft on Chemical Bank for the amount, less 25c. for collection. 

(C. R.) 

This draft will be entered in the N. Y. D. R at the close of business hours. No entry at this time excepting in the 
C. R., for the reasons explained on page 240. 

From Wayne County National, Weaver & Janes' sight draft on Peter Wallace & Co., for 873.25, 
dated 28th. Collected. {See 171, page 231). 

From Traders National, Kingston, Jas. Angle's note, at 3 months from Sept. 30th, indorsed by 
E. H. Mott & Co., for 1400.00,- payable at our bank. 

From Wisner & Clark's Bank, Clyde, W. A. Hood's note, indorsed by C. A. Parry & Co., for 375.00, 
at 30 days from Dec. 10th, payable at Exchange Bank, City. 

From Norwich National, Warren & Sharp's sight draft on L. W. Gage for 162.11, dated Dec. 28th. 
Collected. 

The following described paper, received on deposit, has been sent to the banks named, for collec- 
tion, and charged to their respective accounts: Samuel Wilder's sight draft on Tubbs & Co., Kingston, 
for 194.50; to Traders National, Kingston. D. J. Slocum's sight draft on Norman Lacy, Rockford, 
for 34.17; to First National, Rockford. Johnson Mfg. Co.'s sight draft on B. A. Cole, Livonia, for 
86.40; sent to Woodruff's Bank, Livonia. {Charge Woodruff^ s Bank in Sundry Banks and Bankers 
account. See note on page 2JfO.) 

Benj. Thomas & Son*s sight draft on M. F. Burgess, Newport, for 346.94; sent Third National, New- 
port. Lord & Bennett's sight draft on L. M. Newton, Bath, for 732.81; sent Geo. K. Warren & Co., 
Bath. Bingham, Field & Ward's sight draft on Newman & Gregg, Bristol, for 17.39; sent Exchange 
National, Bristol. 

Received the following paper from our customers and others for collection: From Ray Bros., sight 
draft on G. H. Wilson & Co., HoUey, for 182.90; sent City Bank, Holley. From Thos. H. Wilson, 
Hadley & Holmes' note, at 3 months from Oct. 4th, for 918.92, payable at First National, Lyons; sent 
Wayne County National, Lyons. From Dunn & Cole, sight draft on D. F. Coates, Geneva, for 863.50; 
sent Exchange, Geneva. * 

Discounted the following paper: For R. L. Mason, Havens & Co.'s note for 450.00, at 30 days 
from this date, payable at Union Bank, City. Discount, 2.48. 

For Samuel Wilder, his note for 1500.00, indorsed by J. A. Lindsay, at 30 days from the 28th 
inst., payable at our bank. Discount, 8.00. 

For Meyer & Kauffman, Robert Moore's note for 2200.00, at 20 days from this date, payable at 
First National, Lyons. Discount, 8.43; coll., 2.00; exch., 2.75. Sent to Wayne County National. 

For J. A. Bush, Philip Warner's note for 500.00, indorsed by John Rice, at 30 days from this date, 
payable at Union Bank, City. Proceeds paid in cash. Discount, 2.75. {Write '^Cash'' after Bushes 
name in the ^^For Whom Discounted" column in the Discount Register, so that it will he posted to Cashier 
Accotint itistead of to the account of the customer; see checks below. See 182 to to 186, page 232, ) 

For Wyman & Fisher, their note, indorsed by J. H. Price, at 1 month from the 24th instant, for 
600.00, payable at Farmers, Canton. Proceeds paid in cash. Discount, 2.90. Coll. & Exch., 1.50. 
Sent Farmers Bank. 
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For Johnson Mfg. Co., Darwin & Kent's note for 1600.00, at 1 month from the 24th inst., payable 
at Norwich National, Norwich. Discount, 7.25; coll. & exch., 2.88. Sent to Norwich National. 

Drew the following drafts on Chemical Bank: No. 1605, favor Johnson Mfg. Co., 998.75; exch., 
1.26. No. 1606, favor D. C. Allison, 17.00; exch., 15c. No. 1607, favor W. F. Jameson, 244.60; 
exch., 50c. No. 1608, favor L. S. Lansing, 116.00; exch., 25c. No. 1609, favor D. J. Slocum, 
4993.75; exch., 6.24. No. 1610, favor P. J. Dudley, 73.50; exch., 15c. No. 1611, favor Meyer & 
Kauffman, 2496.87; exch., 3.12. No. 1612, favor W. B. Sage, 1000.00; exch., 1.25. No. 1613, favor 
Lord & Bennett, 1698.00; exch., 2.00. No. 1614, favor D. G. Lamson's Bank, 298.50; exch., 26c. 

Bemitted to Chemical Bank, for our credit, the following drafts on New York, received during the 
day: No. 1042, First National, Princeton, on Bowery Bank, 192.82; No. 213, Woodruff's, Livonia, on 
Sixth National, 1482.90; No. 194, Ward's Bank, Union, on Third National, 18.25; No. 1616, Exchange 
National, Dansville, on Bowery, 411.07; No. 2104, Commercial, Corning, on Metropolitan, 1242.16; 
No. 13492, First National, Waverly, on Union Trust Co., 27.90; No. 826, City Bank, Holley, on 
Broadway, 146.83; No. 1513, Exchange, Geneva, on Third National, 876.00; No. 482, First National, 
Butler, on Chemical, 218.11. 

Received the following deposits: W. F. Jameson, 684.00; D. J. Slocum, 1396.18; Jas. Angle, 
2873.00; Thos. H. Wilson, 843.10; Meyer & Kauffman, 4200.00; Johnson Mfg. C:., 6126.00; Samuel 
Wilder, 943.92; Bingham, Field & Ward, 660.00; Benj. Thomas & Son, 1975.00; Lord & Bennett, 
2400.00. 

Opened an account with J. H. Wentworth & Co., and received a deposit of 1250.00. 

Paid the following checks: Johnson Mfg. Co., 1000.00, 396.00, 2584.00, 3000.00; T. J. & W. E. 
Upton, 986.00, 146.32, 76.00, 843.90; W. F. Jameson, 245.00, 2940.00, 133.25; D. J. Slocum, 6000.00; 
Jas. Angle, 3500.00, 200.00, 76.00, 186.90, 94.16; Thos. H. Wilson, 2736.60; Meyer & Kauffman, 2600.00, 
1600.00, 49.26; Lord & Bennett, 85.00, 242.60, 1600.00; G. H. Perkins, 926.68, Cashier, 497.26, 695.60. 

Collection and Exchange, from Teller's Memorandum, 27.86. 

Bule, foot, and post, as heretofore instructed. 



DECEMBER 30. 1 

Received advices that the following collections have been paid: No. 861; coll. & exch., 60c. 
No. 862; coll. & exch., 60c. 

Received from First National Bank of Belfast a draft, No. 8046, on Ninth National Bank, for 
proceeds of No. 863, less 60c. for collection. {Credit Coll. S Exch,, 60c., the difference between our 
charge and that of Belfast Bank; and credit Chaa. J. Burke, IJfiLOO; see 17S, page 232,) 

No. 864; coll. & exch., 60c. No. 866; coll. & exch., 60c. 

Credit L. W. Perry, in Individual Ledger, under " Transient Accounts," for the proceeds of collection No. 864. 

Collection No. 832 has also been paid. (/. L.) 

Discounts Nos. 496, 491 and 493 have been paid. {See 180, page 231. At this time credit Bills 
Discounted only.) 

Received the following described paper, from the banks named, for collection. All of the sight 
drafts were paid upon presentation. 

From Third National, Newport, Clark & Co.'s sight draft, dated 28th, on J. H. Rich, for 197.46. 

From Exchange National, Bristol, L. M. DePuy's sight draft, dated 29th, on M. W. Cheney, City, 
for 388.19. 

From Wayne County National, J. F. Osgood's note at 90 days from Oct. 4th, indorsed by W. P. 
FoUett, payable at Union Bank, City, for 1385.00. 

From Cascade Bank, Portage, Norman Seymour's sight draft, dated 28th, on W. F. Lawrence, City, 
for 843.90. Remitted draft No. 1616, on Chemical Bank, for the proceeds, less 25^ for collection. 

From Traders National, Kingston, Duncan Jones' sight draft, dated '28th inst., on H. P. Randall, 
for 246.83. 

The following paper, received on deposit, has been sent to the banks named for our credit: D. J. 
Slocum's sight draft, dated 29th, on Frank W. Brown, Corning, for 382.00; sent Livingston's Bank, 
Coming. {Charge Livingstones Bank, in Sundry Banks and Bankers account, for the draft.) 
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Maxwell Day's sight draft, dated 30th, on Wing & Walker, Rockford, for 181.40; sent and charged 
to First National Bank, Eockford, J. H. Wentworth & Co.'s sight draft, dated 29th, on Holmes & 
Co., Geneva, for 23.82; sent Exchange Bank, Geneva. {Charge Sundry Banks for the draft sent Ex- 
change Bank,) 

Wm. Eaymond's sight draft, dated 30th, on H.. A. Miller, Lyons, for 392.50; sent Wayne County 
National. £. L. Mason's sight draft, dated 30th, on M. F. Griffith, Canton, for 49.80; sent Farmers. 

Discounted the following paper: For H. W. Phillips, his note, indorsed by H. Chase and Andrew 
Springer, for 1000.00, at 30 days from this date, payable at Wayne County National, Lyons. Discount, 
6.60; coll., 1.00; exch., 1.25, Proceeds paid in cash. {See 182 to 186, page 232,) 

For R. L. Mason, Shelby & Co.'s note, at 30 days from the 28th, payable at Norwich National, 
for 675.00. Discount, 2.97; coll., 60^; exch., 72^. 

Fx)r Samuel Wilder, Jones & Hardy's note, at 30 days from the 29th, payable at Union Bank, City, 
for 173.91. Discount, 93^. 

For Morgan & Seelye, H. A. Wood's note, indorsed by L. M. Lay, at 20 days from this date, pay- 
able at Exchange Bank, City, for 1485.00. Discount, 6.69. Proceeds paid in cash. 

Drew the following drafts on Chemical Bank: No. 1616, favor Cascade Bank, Portage, for 843.65; 
exch., 25^. No. 1616, favor Chas. J. Burke, for 9990.00; exch., 10.00. No. 1617, favor K. L. Mason, 
for 2188.00; exch., 2.74. No. 1618, favor B. W. Bush, for 18.50; exch., 15^. No. 1619, favor A. B. 
Ward, for 142.00; exch., 26^. No. 1620, favor Jerome Sackett, for 82.19; exch., 15^. 

Remitted Chemical Bank the following drafts and checks on New York, received during the course 
of to-day's business: No. 8046, First National, Belfast, on Ninth National, 1491,50; No. 1143, Second 
National, Westboro, on Bowery, 188.63; No. 896, Grangers Bank, Jackson, on Metropolitan, 864.50; 
No. 693, Exchange Bank, Norwich, on Sixth National, 92.18; No. 13482, Manufacturers Bank, Middle- 
town, on Ninth National, 1143.76; No. 132, F. W. Richmond, Goshen, check on Chemical, 945.00. 

Received the following deposits: D. J. Slocum, 1294.11; Wm. Raymond, 2250.00; Maxwell Day, 
3960.12; L. J. Farnsworth, 3118.07; Lord & Bennett, 6190.83; T. J. & W. E. Upton, 4114.60; J. H^ 
Wentworth & Co., 8673.95; R. L. Mason, 6000.00. 

Paid the following checks: Chas. J. Burke, 10000.00, 646.50, 1860.00; R. L. Mason, 134.66 (note), 
6000.00; Jas. Angle, 314.98, 1165.00, 123.16, 86.00; Stillman & Moore, 3600.00, 1492,60; Johnson 
Mfg. Co., 1122.50, 97.00, 2462.75; Samuel Wilder, 186.42, 1729.03; Bingham, Field & Ward, 916.40, 
2422.76; Benjamin Thomas & Son, 10000.00; Cashier, 992.26, 1479.31. 

Collection and Exchange, from Teller's Memorandum, 11.96. 

Add, rule and post, as heretofore directed. 

DECEMBER 31. 189-. 

Received advices that the following collections have been paid: No. 828; coll. & exch., 1.00. 
No. 827; coll. & exoh., 60?J. No. 826; coll. & exch., 25^. No. 834; coll. & exch., 60^. 

Received from Exchange Bank, Geneva, their draft No. 910, on First National Bank, New York, 
for proceeds of Collection No. 880. Amount of draft, 863.26; collection, 26^. {Credit Dunn <& Cole, 
in Individual Ledger, 863,00; and credit Collection £ Exchange accmmt, 25c, Be careful to make the 
proper check mark in the C. R. Charge Chennical Bank in N, Y, D, R, for Collection No. 827.) 

Collection No. 830, payable in the city, has been paid. {Credit S. H. Lowe in I, L., under " Tran- 
sient Accounts" 918,30.) 

Received from Woodruff's Bank, Livonia, draft No. 317, on Sixth National, for proceeds of Collec- 
tion No. 874, less charges for collection. {Credit Woodruff^s Bank in Sundry Banks accou7itfor 86.4O, 
and debit Collection & Exchange, 12c.) 

Collection No. 869 has been returned protested, and the drawers. Lord & Bennett, to whom it wan 
credited, have given us their check for its face, 211.60, and the cost of protest, 1.35. {Credit the bank 
to which it was sent for the total amount, 212,85. L. <6 B.'s check for the same amount will be charged 
up with others at the close of the day. Mark the paper ^^ Protested " in the ^^ Remarks " column in the C. R.) 
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Collection No. 878 has been returned dishonored. {Mark it-'' Returned^* or '* Ret»" in the "i?«- 
marhs " column in the C. R, See J64, page 231, ) 

No entry is required. The paper was received for eoUection, hence it is only necessary to return it to the drawers, 
Bay Bros. It is not customary to make a charge for our trouble unless the collection is made. 

When a sight draft is left for collection, it is customary for the owner to request the bank not to protest it if it is 
not paid. In such a case a " No Protest " is attached to the draft, and if not paid the draft is returned to us and we 
return it to the owner. When we receive a draft on deposit, we protest it if not paid, to hold the drawer. 

Diseonnt No. 492 has been paid. 

Discount No. 497, not having been paid, has been protested. {Mark ^'Protested" in D. T,) 

Many banks have an account with Protested Paper, debiting Protested Paper and crediting 'Bills Discounted 
for dishonored Bills Discounted; but the custom is becoming general to leave all discounted paper in the Bills Discounted 
account until it is paid, a Judgment obtained, or it is found to be worthless. In case judgment is* obtained, Judgment 
Account is debited for the entire amount, face of note, interest and costs, and Bills Discounted is credited for face of 
note, and Interest for the interest upon it. In case the Judgment proves to be worthless. Loss and Gain is debited and 
Judgment account credited. 

Beceived advice that Discount No. 494 has been paid. 

Eeceived the following described paper, from other banks, for collection and credit, all of which 
was paid upon presentation: From Wayne County National, W. L. Coot's sight draft on Myron G. 
Peck, dated 30th, for 934.18, and Henry J. Lansing's sight draft on Maxwell Day, dated 29th, for 
74.76. Presented the latter to drawee, who has accepted it, payable at our bank. The draft was placed 
among the checks. {See list of checks paid.) 

Prom Norwich National, Jacob Sterling's sight draft on Newman & Barry, dated 29th, for 13.40. 

Prom Pirst National, Bockford, Dwight Weaver's sight draft on Colton & Manning, dated 30th, 
for 97.80. 

Prom Pirst National Bank, JefEerson, Homer Sprague's sight draft on Wm. H. Lyon, dated 29th 
inst., for 114.93. Collected, and remitted our draft No. 1621, on Chemical Bank, for 114.78. Collec- 
tion, \b<p. {C. R, No entry at this time in N. Y, D. R.) 

The following paper received on deposit, payable abroad, has been sent to the banks named for 
collection: Samuel Wilder's sight draft, dated to-day, on W. D. Jones, Newport, for 136.92; sent to 
Third National, Newport. James Angle's sight draft, dated to-day, on I. W. Woolson, Bristol, for 
23.44; sent Exchange National, Bristol. James Angle's sight draft, dated to-day, on Hard & Thomas, 
Canton, for 61.27; sent Parmers Bank, Canton. 

Received the following paper for collection : Prom T. J. & W. E. Upton, Warren Lee's note, at 
90 days from Oct. 12th, for 600.00, payable at Union Bank, City. Prom Johnson Mfg. Co., H. Burt's 
note, at 30 days from Dec. 13th, for 873.40, payable at Lansing's Bank, Lyons; sent Wayne County 
National. Prom David Gray, his sight draft on Geo. H. Newell, Chester, dated this day, for 94.50; 
sent Pirst National, Chester. 

Discounted the following paper. For Henry Sears, Thomas Brooks' note, indorsed by Frank 
Woodbury & Son, at 30 days from date, payable at Union Bank, City, for 525.00. Discount, 2.89. 
Paid cash for proceeds. 

For Stillman & Moore, Fanning & Peck's note, at 20 days from date, payable at Exchange Bank, 
City, for 1500.00 Discount, 5.75. 

For Wm. Raymond, Ellis & Hayden's note, at 30 days from the 27th inst., payable at Pirst 
National, Lyons, for 2650.00. Discount, 12.81; coll., 2.00; exch., 3.31. Sent Wayne Co. National. 

Drew the following drafts on Chemical Bank: No. 1621, favor First National, Jefferson, 114.78; 
Exch., 15c. No. 1622, favor D. J. Slocum, 200.00; exch., 50^^. No. 1623, favor Johnson Mfg. Co., 
3500.00; exch., 4.38. No. 1624, favor J. H. Wentworth & Co., 100.00; exch., 25^. No. 1625, favor 
L. J. Famsworth, 3000.00; exch., 3.75. 

Remitted Chemical Bank the following drafts on New York, received among the deposits: No. 
1009, Howard's Bank, Dundee, on Bowery, 446.94; No. 464, First National, Preston, on Manufacturers 
and Traders, 132.29; No. 104, J. H. Clark's Bank, Woodville, on Croton, 273.91; No. 1264, Second 
National, Plain ville, on Ninth National, 2500.00; No. 749, Lament & Thomas, Morrisville, on Sixth 
National, 382.46; No. 6891, Pirst National, WiUiamstown, on Chemical, 11.18; No. 317, WoodruflPs 
Bank, Livonia, on Sixth National, 86.28; No. 910, Exchange Bank, Geneva, on First National, 863.25* 
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Eeceived the following deposits: Samuel Wilder, 1947.80; D. J. Slocum, 375.00; R. L. Maflon, 
1200.00; Stillman & Moore, 900.00; Jas. Angle, 1349.62; Lord & Bennett, 4480.00; Bingham, Field & 
Ward, 682.11; J. H. Wentworth & Co., 2963.42; Benj. Thomas & Son, 1646.92. 

Paid the following checks: D. J. Slocum, 182.41, 943.86, 100.00, 200.00; L, J. Farnsworth, 
8000.00; Wm. Eaymond, 162.50, 394.05, 873.13; Lord & Bennett, 4000.00, 1263.44, 212.85; Johnson 
Mfg. Co., 3500.00, 150.00, 150.00; J. H. Wentworth, 1829.38, 163.90, 100.00; T. J. & W. E. Upton, 
112.73, 986.09, 250.00; Bingham, F. & W., 3375.00; Maxwell Day, (draft) 74.75; Cashier, 522.11. 

' Collection and Exchange, from Teller's Memorandum, 23.45. 

Eemitted National Park Bank, currency, 25000.00. 

Paid salaries for month as follows: Cashier, 200.00; Teller, 160.00; Book-keeper, 100.00; Assistant 
Book-keepers, 75.00, 50.00; Messenger, 25.00; Janitor, 25.00. 

Add, rule and post, as heretofore directed. 

You may now take a trial balance of the General Ledger to ascertain whether it is in balance, and 
aiso a proof of the Individual Ledger to ascertain whether the difference corresponds with the differ- 
ence between the sides of the Deposits account in the General Ledger. If correct, your results will 
agree with the following: 

STATEMENT OF SECOND NATIONAL BANK, 

AT CLOSE OF BUSINESS. SATURDAY, DECEMBER 31. 189-. 



Cash, 

United States Bonds, 

Beal Estate, 

Furniture and Fixtures, 

Expense, 

Loans & Discounts (Bills Discounted), 

Eedemption Fund, 

Due from other Banks and Bankers, 
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Capital Stock, 

Circulation, 

Discount, 

Collection and Exchange, 

Surplus Fund, 

Unaivided Profits, 

Due Depositors, 

Due other Banks and Bankers, 
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You will next close all accounts exhibiting gains and losses into the Loss and Gain account, except 
the accounts with Real Estate and Furniture and Fixtures, which are inventoried at cost. The net 
gain is 2810.62. 

You will next close the net gain into Surplus Fund account. Dividend account and Undivided 
Profits account, by a Journal entry, instead of through the Loss and Gain account, crediting Sur- 
plus Fund account, 281.06 {see 36, page 222), Dividend account, 2500.00 (which will amount to ^^ 
per cent, upon the capital stock), and Undivided Profits account, 29.56 (the remainder of the net 
profit, as shown by the balance of Loss and Gain account); and debiting Loss and Gain account for 
the sum of these items or the net profit, 2810.62. When this Journal entry is posted it will close 
Loss and Gain account and transfer the gain to the several accounts named. Foot and rule the J. again. 

When the dividend is credited to the stockholders or paid to them in cash. Dividend should be 
debited in the Journal for the amount thus credited or paid. 

QUESTIONS. 

What is a banker ? Of what does the business of banking consist ? From what principal source 
do the profits of a bank arise? Into how many general classes are banking associations divided? What 
are they? What is a State bank? A National bank ? A private bank ? Under what law are National 
banks organized and governed ? Describe some of the requirements of this law. How are State banks 
organized ? Do State banks issue circulating notes? Explain. What are the duties of the Board of 
Directors? What are the officers and clerks of a bank? State the duties of each. Name the books 
used in a bank ? Describe the books used in this set. State what is done with paper received for 
collection. What is the difference between Collection Paper and Discount Paper ? What is done 
with Discount Paper payable abroad ? What entries are made when the proceeds of discount paper are 
paid in cash? What is done with sight paper received as cash and payable abroad? Beview the explan- 
ations and instruction given throughout the set. 
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A Clearing House is an association of banks called into existence by the necessity of the times, 
to facilitate daily settlements between banks. The aggregate amount of exchanges represents the clear- 
ing for the day. "Clearing," says Lloyd, "is the settlement of mutual claims by the payment of 
differences." 

At large trade centers a certain number of banks associate themselves together under articles more 
or less comprehensiye, as the magnitude and volume of trade may demand. Officers are elected and 
committees are appointed to conduct the affairs of the association. The officers are a President, Vice- 
President, Manager, and Committee of Management, sometimes called the Clearing House Committee, 
a Committee on Conference, a Nominating Committee, a Committee on Admission and an Arbitration 
rCommittee. The Manager, under control of the Managing Committee, has full charge of the business 
at the Clearing House so far as the manner of conducting its business transactions is concerned. He 
has full charge of the clerical force employed and of the settling clerks and messengers from the banks 
while at the Clearing House. 

To enable the student to appreciate the use of the illustrated forms, they will be explained in their 
order commencing at "A." 

In the daily routine of banking work the teller classifies his exchanges according to the bank at 
which they are made payable. This is usually done by assorting them in pigeon-holes, and at the end 
of the day's business Exchange Slips are made out against the different banks for the amount of 
exchangeable paper held for collection against them. In the illustrated forms the Exchange Slip "A" 
shows five different pieces of paper, aggregating 1147.82, which is the amount of exchanges carried by 
the German-American Bank to the Clearing House against No. 1, the Central Bank. There are differ- 
ent slips for each bank, and when ready for clearing the amount of exchange against each bank is placed 
in a large envelope with the Exchange Slip on the outside. When these slips are made out at the bank, 
an Exchange Slip is made out also for such other banks as collections are held against, and the aggre- 
gate of each is entered on another blank called the Settling Clerk's Statement {see illustrated form 
" B "). In this are entered the total debit against each bank. It will be seen by consulting the form 
(B) that the Settling Clerk of the German-American Bank took to the Clearing House on Aug. 15, 
collections aggregating 20552.87, as shown by the column headed " Total Debits." At the time of his 
arriving there no entries have been made in the column headed "Banks Credit." This is to be used 
during the interval between the opening and closing of the Clearing House. 

Just before the hour of opening each settling clerk delivers to the other clerks their envelopes of 
exchanges which he has against them. 

A credit ticket is made out by the settling clerk and handed to the manager, instructing him to 
credit the German- American Bank with exchanges aggi-egating 20552.87. The manager at once enters 
it in a blank called " Clearing- House Proof" {see illustration D), When all are entered the manager 
foots the column headed "Bank Cr.," which shows the total clearing to be made. 

At a given hour, usually at 10 o'clock A. m., the signal is given to clear and the clerks deliver 
their exchanges, if not already done. The settling clerks now enter in the credit column of the Settling 
Clerk's Statement (B.), the total credit opposite each bank for the amount left against his bank. 

The settling clerk of the German- American Bank foots the credit column of his statement and 
finds that there is an aggregate of 14741.56 against his bank, and that there will be due the German- 
American Bank 5811.31. He now fills out a Balance Ticket (C), showing debits, 20552.87; credits, 
14731.56; balance, 5811.31, and passes it up to the manager. (See illustratio7i C.) 

The manager fills out the Clearing-House Proof and finding that the columns headed " Dr. Banks" 
and " Cr. Banks " foot equally, and also the columns headed " Due Clearing House " and " Due Banks " 
foot equally he announces the result "correct." 
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This completes the exchanges for the day, and the debit banks have one hour in which to pay their 
balance to the manager, and at 1:30 the credit banks receive from the manager their balances, which 
are paid either in checks or Clearing House certificates. Thus millions of dollars of settlements are 
made and balances are paid without moving specie or transferring a dollar in legal tender. The checks 
are deposited for clearing the next day and the certificates are used to adjust subsequent balances. 

In Cincinnati the system was introduced and since has obtained in several of the Western cities to 
settle at once with the credit banks by drawing manager's checks upon the debit banks. By looking at 
" Clearing-House Proof" (D) it will be seen that should the manager give the German- American Bank 
a check for the balance due of 6811.31 upon No. 12, the Monroe County Savings Bank (whose .debit 
balance is 16752.10), there would be a balance due from No, 4 of 10940.79. 
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(B) 



F^OGl^ester Qledri9Q J^oase /tssoeiatiop 



FBOM 



GERMAN AMERICAN BANK. 
Settling Clerk's Statement, Aug. 16, 189^, 
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95 


12 


18 


Mechanics Savings Bank, 

Footings, 

Balance, 

Proof, 


1268 


57 

87 


820 


69 
56 


18 




20552 


14741 








5811 


81 

87 








20552 





Balapee Ji^K^^' 



1 





(D) 





F^OQ^est^r Qlearipg j\oas^ proof, 


C^^. /dr, /c^.. 






NO. 


BANKS. 


DUE R, C. H. 


BANKS DR. 


BANKS CR. 


DUE 
BANKS. 


NO. 


1 


Central Bank, 


1681 


42 


10278 


18 


8641 


76 






1 


2 


Commercial National Bank, 


4944 


04 


15217 


90 


10273 


86 






2 


8 


Flour City National Bank, 


703 


05 


14217 


17 


18514 


12 






8 


4 


German- American Bank, 






14741 


56 


20552 


87 


5811 


31 


4 


5 


Merchants Bank, 






17585 


00 


24497 


18 


6912 


18 


5 


6 


Bank of Monroe, 






9385 


50 


18515 


50 


9130 


00 


6 


7 


Trust and Safe Deposit Company, 


8246 


25 


20121 


50 


11875 


25 






7 


8 


Traders National Bank, 


8101 


28 


18615 


98 


10514 


65 






8 


9 


Union Bank, 


298 


14 


26354 


12 


26060 


98 






9 


10 


Powers* Bank, 






10500 


00 


25850 


50 


15850 


50 


10 


11 


Rochester Savings Bank, 
Monroe County Savings Bank, 






10500 


00 


11967 


20 


1467 


20 


11 


12 


16752 


10 


28462 


50 


11710 


40 






12 


13 


Mechanics Savings Bank, 




28 


11718 


40 
76 


13718 


49 

76 


2000 


09 

28 


13 




40671 


207692 


207692 


40671 



















(A) 

EXCHANGE SLIP 



No. 1. 



From Jfo, 4, 
Qermap /i/n. BapK. 



12 


50 






100 


50 






500 


62 






487 


38 






46 


82 
82 


1 
1 
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CLASSIFYING AND INDEXING . ACCOUNTS. 



Accounts Classified in the Sales Ledger* — Many business bouses open a Sales Ledger each 
year, and Accounts Keceivable is subdivided accordingly. For instance, the Sales Ledger for 1889 
would be posted to the General Ledger, under the heading, "Accounts Eec, 1889-1895," the first date 
indicating the year's work, the second, 1895, being the limit in which to secure judgment, as after that 
date the account would be outlawed. Accounts are usually arranged alphabetically in the Sales Ledger. 
By looking through the preyious year's Ledger a book-keeper can apportion the space for each letter 
and have the book come out about right at the end of the year. Should there be, say ten pages set aside 
for accounts commencing with "A," it will be seen by consulting any index that at least 40 pages thould 
be given to M, W, and a few others, while two or three would be enough for J, and doubtless one for 
Y. By this system of arranging accounts much valuable time is saved, and by following it a book- 
keeper in a short time can turn to an account without consulting the index. 

^^ Insolvent Accounts '^ is an account kept in the General Ledger. Into it are closed, during the 
year, all accounts that are considered uncollectible. At the end of the year the aggregate is closed 
into Loss and Gain account. The object of this account is two fold: First, the account will show in 
one amount the total loss on insolvent accounts during the year; and second, the account thus compiled 
in detail is valuable for subsequent reference, for, although the aggregate is closed into loss and gain, 
yet no account should be considered entirely worthless unless it is either compromised or outlawed. 
If a judgment is secured on any account, or subsequent collections are made, a memorandum is made 
in this account, and for the amount collected loss and gain account is credited. 

^^ Old Accounts " is a General Ledger account kept by some houses to indicate the aggregate out- 
fitanding indebtedness of the previous year. At the .end of the year the debit balance of Accounts 
Receivable is closed into this account. A special column is then provided in the Cash Book headed 
Old Accounts in which are entered all cash collections on old accounts. 

C. 0* D. Accounts. — Some houses do a large business on orders sent G. 0. D. When goods are so sent 
a general account is usually opened in the Sales Ledger headed '* C. 0. D.'s," and the parties ordering 
the goods are charged therein. Often, however, these C. 0. D.'s are charged direct to the Express Co., 
but, as it is responsible only in trust and not absolutely, the principle is wrong. The heading, C. 0. D. 
Accounts, would be strictly in accordance with the facts. 

Statements. — Most business houses require their book-keepers to render statements to each cus- 
tomer at the end of the month. It brings in collections more promptly and also serves to disclose 
errors if any. have been made. But a monthly statement should not, as a rule, be mailed until the 
Abstract has been verified by the debit balance of Accounts Eeceivable. 

Receipts. — As a rule a receipt should never be given in which are the words "in full of all 
demands" or "all demands and claims." If it appears from the Ledger that there is due, say 112.50 
from a customer, and that he wishes to pay same, do not write a receipt using above words or even " to 
balance account." Bender a detailed statement showing all debits and credits and the balance due, 
then write " Paid" or Eec'd. Pmt." and sign the name of your house per your own name or initials. 

It is always safe to draw a receipt "on account" or "in full for invoice Jan. 13th," or any other 
date, but a receipt in full for all demands when not obtained by fraud or in error stops all right of 
action. But in case of fraud or error such facts must be shown to a court and often the expense to 
follow up such a suit would cost more than the amount claimed. Should such a receipt be required by 
a customer let the proprietor or one of the firm sign it. 

It is a good plan to have a receipt book with stubs, the receipts numbered consecutively, and when 
one is given the stub should be filled out with the number, name, date, amount, and " on acct.," "in 

full of acct.," " for invoice ," etc., as the case may be. If a receipt is made on a statement, the 

statement should be copied in an impression book. 

2^ 
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CLASSIFYING AND DiTDEXINa ACCOUNTS. 



Indexing Ledger Acconnts. Nothing in counting-room work so forcibly illustrates a lack of 
system and order than to find indexes behind or accounts omitted from the index or incorrectly folioed. 

In opening an account in the Ledger, first determine the page upon which the account is to be 
opened and then before heading the account write the name in the index. In doing this write the sur- 
name first and then the Christian name or initials, if the name be of one person, and if a firm write the 
first surname in the firm name. In indexing corporations or joint stock companies, which usuallj 
commence with the word " The," write the word first that immediately follows the word " The." This 
name must be written under the proper initial letter and in the proper vowel column of said initial 
letter. Should you wish to index the name of J. M. Barnes, you would open the index at the letter 
"B." If the index is a vowel index, five divisions will be found under each letter extending acrosa 
the two pages and lettered consecutively A, E, I, 0, U. The first vowel in the name after the first 
letter decides the column in which the name is to be entered. The first vowel in the word Barnes is 
"a," therefore index the above name under the letter "B" and in the vowel column headed "A,*' 
when it will stand as follows: 



B 



Barnes, J. M. 8 
Barnes, J. E. 4 



E 



Bentley, J. L. 9 
Benner, W. 5 
Belding & Co. 2 
Beemis & Co. 1 
Bean & Bro. 3 



IWY 



Busby & Co. 14 
Byron E. 19 







Brown E. L. 11 
Booth & Co. 10 
Bonner & Co. 7 
Borst, Chas. 6 



U 



Burnham & Co. 2^ 
Bun, B. C. 20 

Bufort & Smith. 18 



The same must be observed in looking for a name in the index. In looking for the page of Booth 
& Co.'s account turn to the letter " B " of the index and trace for the name in the vowel column headed 
"0," as the first vowel in the word Booth is "o." 

In preparing the index for a General Ledger it may be bound as a part of the book, and need not 
even be a vowel index as the number of accounts is generally small. In special Ledgers, however, 
where the number of accounts is large, the index should be detached and should have stamped upon the 
outside of it the name and letter of the Ledger, as: "Index, Sales Ledger, B." 

Before posting a day's record to the Sales Ledger, or any Ledger, take the index and folio each 
account to be posted by writing opposite it the page of the account as shown by the index. After all 
the items which are to be posted have been folioed proceed to post each item to the page which you 
have indicated, and as each item is posted to its Ledger account check next to the folio figures, thus, 
18 y/. By this method time will be saved, errors will be less likely to occur, and neatness will be 
secured. 

In opening a Petty Personal Account in the Ledger, write that heading under the index letter 
" P" and give the page, then write the names that are to be entered in the Petty Persgnal Account 
under the proper index letter and in its proper vowel column, but record each acoount thus opened at 
the bottom of the column or ne;ct to the last line filled out. Then when looking for an account in the 
Petty accounts first commence at the bottom and trace up until found. Letter Books, Copied Invoices 
and Statements are indexed by folios. Lease Books, Bill Books, Accounts Payable, Accts. Eec, Dis- 
count Registers and Collection Eegisters are indexed by the consecutive number of the lease, note, 
account or collection as the case may be. The Collection Tickler and Discount Tickler are indexed by 
page usually but sometimes by date, thus: J. M. Brown, ^/ig, meaning that a note or collection of 
J. M. Brown may be found under the maturing date of June 18th, 

In large concerns where division of labor is necessary to handle the volume of recorded sales, the 
Sales Ledger accounts are divided into two grand divisions, known as " City Customers " and " Country 
Customers." Accounts with city customers are divided among from four to six Ledgers, according to the 
magnitude of the business, but ordinarily the first Ledger contains all accounts from A to D, the second 
from E to 6, the third from H to M, and the balance of the alphabet divided into from two to three 
divisions according to the accumulation of accounts under certain index letters. Sometimes each Country 
Ledger is composed of but one index letter, excepting that I and J are combined as are also K, Y and Z. 

There are several improved methods of indexing accounts, each protected by copyrights. But the 
system in general use is the vowel index explained above. 



APPENDIX. 



BUSINESS PRACTICE. 

The special design of this set is to famish the student practice in drawing business papers, and to 
give him an understanding of how to use them in connection with business transactions. Its further, 
and equally important object, is to provide extended drill in invoicing, and other practical work involv- 
ing accurate and rapid computations. 

In connection with the memoranda, explicit directions for performing the work are given the pupil, 
based upon the use of offices. In case offices are not provided, the pupil will hand the money, papers 
and other documents called for in the memoranda to the teacher or some person appointed to act for him. 

Office Department. — The work may be conducted independently of offices — the teacher, or 
some person designated by him, receiving the money, papers and other documents, and examining 
them with reference to accuracy in computation, correctness of form, etc., without making the records 
which would be required if offices were in operation. 

Whenever it is convenient, the value of the work will be in a measure increased by establishing 
at least three offices, viz: (1) College National Bank, (2) Merchants Emporium, (3) Commercial 
Exchange. At the first, all banking business will be done; at the second, all merchandise will be 
bought; and at the third, all the business will be transacted which does not properly belong to the 
other two. When it is not possible to provide three separate offices, one may be made to serve the 
purpose by transacting all the business at that office, but keeping three distinct sets of books. 

Complete directions for establishing and operating the offices, together with explanations of books» 
blank forms, etc., to be used, are given in the *' Teachers' Guide." 

Accurate Results. — As previously stated, a feature of this work from which the pupil will derive 
special benefit, is the opportunity it will afford him for gaining rapidity and accuracy m mathematical 
computations, by making out long invoices involving fractional quantities and prices, working partial 
payments of notes, averaging the time of accounts, etc. 

That the pupil may receive the fullest benefit from the work, it is important that the teacher 
insist, first, upon accurate results, and, second, that these results be rapidly obtained by short, practical 
methods. In the work of making invoices, for example, the extensions should, as far as possible, be 
made mentally. 

It is customary in business where fractions arise in the computations, to divide between the buyer 
and seller, giving and taking, but in this, work, in order to obtain uniformity, in every computation if 
the fraction be one-half cent or more, add another cent, if less than one -half cent drop the fraction. 

Writing the Business Forms. — The student will derive benefit from this work just in pro- 
portion as he exercises care in the preparation of the various papers and documents. Composition, 
spelling, punctuation, use of capitals, penmanship, neatness and general arrangement are all important 
elements, and should receive careful attention in performing the work. 

Books to be Used. — A Journal, Ledger, Sales Book, Cash Book, Bill Book and Check Book, 
similar to those used in the November and December set, page 78, may be advantageously employed. 
Other books or forms, if preferred by the teacher, can be readily used. 

Space iu the Ledger. — In opening accounts in the Ledger, give one-half of a page each to 
Bills Kecv., Bills Pay., Mdse., Expense, Freight and Drayage, Interest and Discount, and Collection 
and Exchange; give one-third of a page each to E. D. Carpenter & Co. and Clark, Endicott & Fielding; 
give all other accounts one-fourth of a page each. 

The pupil will now receive from the teacher the books and business papers and the number of the 
price list he is to use, and proceed with the work, following carefully the directions given him from 
time to time in the foot notes in connection with the memoranda. 
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XV THEOBETIOAL AND FRAOTIOAL BOOK-KEEPINa. 



., Jakuabt 1, 18 — . 



(Student) has this day been admitted an equal partner in the Wholesale Grocery 

House of Wm. L. Richmond, located at 384-390 Concord Ave., this City. The firm name is to be 
Bichmond & (Student), and the duration of the partnership five years. 

It is agreed that the Resources shown by the Ledger of the old business shall constitute Richmond's 
investment (less his Liabilities, which the firm assumes), all Personal Accounts and Bills Receivable 
being guaranteed by him, as set forth in the appended Statement : 

It is agreed that . (Student), shall invest cash equal to Richmond's present worth, 

shown by the difference between his Resources and Liabilities, as enumerated below. 

It is further agreed that each partner shall devote his entire time and energies to the business for 
which this partnership is created ; but in view of the Senior partner's long experience and more valuable 
services, he shall be allowed by the firm a salary of $1,000.00 per year, during the first two years of this 
co-partnership. 

It is agreed that interest shall be charged upon all sums drawn from the business by the partners 
for their private use, and interest shall be credited upon all sums additionally invested. 

It is agreed that complete and accurate books of account shall be kept, and these shall, at all times, 
be open to the inspection of either partner or his attorney. Once each year or of tener, an accounting 
of the business shall be made, and the profits and losses arising from its conduct shall be entered, share 
and share alike, in the partners accounts. 

At the expiration of the time for which the partnership is formed, the assets shall be converted 
into cash and the balance remaining after all the liabilities have been discharged, shall be divided 
between the partners as their partnership interests shall appear. 

NoTB.— Articles of co-partnership, embodying the conditioQS and requiroments set forth above* may be drawn up 
bj the student at the discretion of the teacher. 

For general form of Articles of Co-partnership, see Commercial Law. 

WM. L RICHMOND'S RESOURCES. 

Notes aitd Acceptances (See Note to Student below). 

A note made, David A. Parker, City, , his favor, dated July 6 last, at 6 months, payable at 

his (Parker's) office, with interest, $2,000.00, on which the following payments have been made: — 

July 24, $350 ; Sept. 4, $500 ; Dec. 3, $200. (In writing this note endorse the payments on tho 
back of it.) 

A draft drawn by Hamilton & Co., White Plains, , his favor, on Francis C. Budlong, 

Corfu, , dated Sept. 9 last, at 4 mouths from date, accepted payable at First National Bank. 

$218.44. 

A note made by Geo. Bostwick & Son, City, his favor, dated Oct. 2 last, at 90 days, payable at 
Traders' National Bank, with interest, $400. 

A note made by Henry D. Taft, Carthage, , his favor dated Oct. 4 last, at three months, pay- 
able at Anson County Bank, with interest. $600. 

A note made by Meyers & Feltman, City, favor E. H. Cooper, and by him endorsed to Bichmond, 
dated Nov. 2 last, at 60 days, payable at First National Bank. $341.36. 

NoTB To SruDEirr. — Draw the above five notes (except signatures) and write a full indorsement (except signature) 
on each one transferring it from Richmond to the firm, since the notes are all drawn in favor of Richmond, but are now 
the property of the firm. Present the notes at the Com*!. Ex. for the signatures of maker and endorser; enter them in 
the Bill Book, and then debit Bills Recv. account in the Ledger direct for each note separately under the date of the 
note and credit Bills Recv. acc't for the partial payments under their respective dates. No entries need be made in the 
Journal for the resources and liabilities constituting Richmond's investment. 

For Ledger space, see page i. 

PERSONAL ACCOUNTS. (See note next page.) 
Maktii?^ & Bishop, Gainesville, . 



Db. 

Aug. 4. Invoice60d8 $613 25 

Oct. 25. " 30ds 342 50 

Dec.i2. " 60ds 406 45 



Ob. 

Sept. 1. Cash $300 

Nov. 1. " 600 



THEOBEnOAL AND FBAGTIOAL BOOK-KEEPING. 



E. D. Carpenter & Co., Millrille, 



Dr. 



Ang. 17. 
Sept. 26. 
Oct. 3. 
Nov. 27. 



InvoicoeOds $140 32 

'' 30ds 275 00 

30d8 400 20 

30d8 310 82 






Cr- 



Oct. 15. Cash 

Nov. 1. Note 60 ds. 



$300 
400 



Howard 0. Strong, City. 
Nov. 12. Invoice60ds $351 SO. 



Ballantynb Bros., Geneva, 



Dr. 

Sept. 6. Invoice 30 ds. 

Dec. 10. " 30 ds 



$295 68 
302 05 



Cr. 



Oct. 1. 
Nov. 1. 
Dec. 10. 



Cash 



$100 

50 

100 



James Gordon> Argyle, . 

Nov. 2. InvoiceeOds $326 40. 

Odell & Moffett, City. 

Nov. 3. Invoice 60 ds $450 50. 

Dec. 6. " 30ds 232 86. 



Henry Pell & Co., Gouveraeur, 
Sept. 8. Invoice 60 ds 



Nov. 3. 



a 



60 ds. 



$425 22. 
380 12. 



F. W. Hendrick's Sons, Decatur, . 

Dec. 6. Invoice30ds $396 16. 

Dec. 12. " 30ds. 208 74. 

HOLLIWAY & HOLLIWAY, City. 

Dec. 7. Invoice 30ds $384 41. 

NoTB. — Open above accounts in the Ledger and enter the items (not the totals) In each account. For Ledger space 
pagei. 



MERCHANDISE PER INVENTORY 



65 bbls. 
30 bbls. 
20 ch. 
25 bxs. 
13 bbls. 
L5 bags 
5 bxs. 

5 bbls. 

6 bbls. 
25 bbls. 



Boiler Process Flour. 
Granulated Sugar. 
Japan Tea. 

London Layer Baisins. 
New Orleans Molasses. 
Bio Coffee. 
Boneless Codfish. 
Cider Vinegar. 
Oyster Crackers. 
Onondaga Salt. 



20 bbls. Standard A Sngar. 
15 bbls. White C Sugar. 
20 ch. ' Y. H. Tea. 
15 bbls. Porto Bico Molasses. 
15 mats Java Coffee. 
12 mats Mocha Coffee. 
25 bxs. Empire Soap. 
50 pails Mackerel. 
20 pkgs. National Teast. 
200 bags Fine Table Salt. 



Note. — Make out an Inventory sheet of the above from your buying price-list and enter the total to the debit of 
Mdse. acct in the Ledger.^ Remember to add another cent to the result in ecery computation where the fraction is one-half 
cent or more. Make the extensions mentally in every case where you can possibly do so, using paper and pencil only 
when absolutely necessary. After completing in this manner the entire invoice, it might be well to verify some of the 
more difficult items with paper and pencil. In a short time, however, this precaution will be unnecessary, and simply a 
review, mentally, of the entire work will suffice. You will be surprised and gratified by the proficiency you will soon 
attain in rapidity and accuracy if you v^l persist in this method. 



FURNITURE AND FIXTURES. 

Office Safe^ Office Fomitore} and other Store Fixtures, as per Schedule 

NoTB. — Open an account In the Ledger with Furniture and Fixtures, and debit it for above amount 



•576. 



VI ' THEOREnOAL AND PRACTIOAL BOOK-KEEPING. 

INSURANCE. 

Unearned premium on Insurance on Stock _ $38 75 

Note. — Open an account in the Ledger with Insurance and debit it for tlie above amount. 

INTEREST AND DISCOUNT. 

Balance of interest and discount in Eichmond's favor on Bills Beceivable, Bills Payable, and 

Personal Accounts $42 14 

Notb. — Open an account with Interest and Discount and debit it with above balance. This balance of interest and 
dboount is obtained as follows* — 

Rate 6 per cent, on a basis of 360 days for a year, difference in time being found, in every case, by counting actual 
numba* of days. 

In the Personal accounts owing to Richmond, if an invoice be due before Jan. 1, the interest on it from maturity ta 
Jan. 1, is a resource; if due after Jan. 1, the discount on it from Jan. 1 to maturity, is a liability. In accoimts owing 
by Richmond, if an invoice be due before Jan. 1, the interest on it to Jan. 1 is a liability; if due after Jan. 1 the discount 
on it from Jan. 1 to maturity, is a resource. 

Bills Receivable, bearing interest, the interest to Jan. 1, is a resource; those not bearing interest, the discount from 
Jan. 1 to maturity, is a liability. Bills Payable, bearing interest, the interest to Jan. 1 is a liability; those not bearing 
Interes t , the discoimt from Jan. 1 to matiuity, is a resource. 

The difference between the sum of the several resource items and tlie sum of the several liability items, is the amount 
given above. 

WM. L RICHMOND'S LIABILITIES. 

Notes akd Acceptances. 

His note in favor of Boyd & Clark, dated Oct. 2 last, 90 ds., payable at College National Bank, 

with interest $1500 

His note dated Nov. 4 last, at 2 mo., in favor of James H. Boltwood, payable at College National 

Bank, with interest $1000 

Draft drawn on him by Logan, Caswell & Co., Boston, favor E. T. Morgan, dated Dec. 6 last, 

at 30 ds. sight, accepted Dec. 8, and payable at College National Bank $523 30 

NoTS. — ^Draw above notes and draft, except signature. Enter them in Bill Book. Credit Bills Payable acct. in the 
Ledger direct, for each note separately. Hand them to clerk in tlie Com. Ex. Before handing them in, write your name 
in pencil in the upper left comer of each note for the convenience of the clerk in the Com. Ex. 

PERSONAL ACCOUNTS (All represented by the Merchant's Emporium). 

Clark, Endicott & Fielding, New York. 



Dr. 

Sept. 3. Cash $1500 

Nov, 1. Note, 60 ds. with interest 1500 



Cr. 

July 12. Invoice 90 ds $2619 62 

Sept 3. << 60 ds..-. 854 09 

Dec. 21. < 60 ds i608 96 



Crandall & Co., City. 
Cr. 

Oct. 3. Invoice30 ds $206 76 

Oct. 10. " 30 ds 116 60 

Alexander Mitchell, City. 

Cr. 
Nov. 6. Invoice 60 ds $164 34 

BoBT. H. Boyd & Co., Baltimore. 

Cr. 

Oct. 5. Invoice 90 ds $235 26 

Oct. 9. " 90ds 112 00 

Nov. 12. " 60 ds 330 09 



THEOEBTIOAL AND PRAOTIOAL BOOK-KEEPING. Vll 

Stevens Bros. & Sblden, City. 

Cb. 

Nov. 9. Invoice 60 ds $160 00 

Nov. 12. " 60 ds 79 12 

Mead, Fabley & Mead New York. 



Db. 
Dec. 4. Cash $360 00 



Cb. 

Oct. 19. Invoice 60 ds $518 00 

Dec. 4. " 60d8 320 11 



Myebs & Abkwbight, City. 

Cb. 
Dec. 4. Invoice 30 ds $325 90 

J. M. Cone & Son, City. 

Cb. 
Dec. 6. Invoice 30 days. $250 00 

Note. — Open above accounts in the Ledger and enter the items (not the totals) in each account. 
Wm. L. Richmond's present worth, $ . 



JANUARY 1, 188—. 

(student), pays into the business cash equal to Eichmond's present worth, $ . (C. B.) 

NoTB. — ^The teacher will give you an order on Commercial Exchange for the above amount. Collect it and make 
an entry in the cash book. 

Benew the lease of the store 384r-390 Concord Avenue, of Andrew D, Bennett, for five years, at 
$2400 per year, payable monthly in advance. All taxes, except the water-tax, are to be paid by the 
owner, who is also to make any necessary repairs. Tenant is to have the privilege of sub-letting. Pay 
one month's rent in advance in cash. (C. B.) 

Note.— A lease embodying the above conditions, may be written by the student at the discretion of the teacher. 
A duplicate lease is generally made, so that each party may have a copy. Pay at Com'l £x. one month^s rent and take 
a receipt. 

The pupil will be expected to draw the papers for all parties except those represented by Mer. Emp. and C. N. Bank, 
affixing, however, only his firm's signature to such as require it. Papers requiring the signatures of other parties must 
be presented at the office indicated in the memoranda, to be signed. 

Deposit in C. N. Bank all the cash on hand except $200. (Ck. Bk.) 

NoTB.— Write a deposit ticket (see Business Forms) and present it, with money and Pass-Book, at the Bank, and 
receive credit. Also write the signature of the firm in the Signature Book at the Bank. The style of signature adopted 
should be one that can be written rapidly and legibly, and alike at all times, as nearly as possible. 

The following bill of Mdse. was ordered by Richmond, Dec. 26, at 60 ds., of Clark, Endicott & 
Fielding, New York: 2 casks Turkish Prunes, 10 bags Pearl Tapioca, 6 bags Shot Pepper, 5 bbls. P. 
K. Molasses, 10 mats Java Coffee, 10 ch. Japan Tea, 10 ch. Oolong Tea, 5 bbls. New Orleans Molasses, 
5 bags Eio Coffee, 10 bxs. Boneless Codfish, 25 bxs. London Layer Eaisins, 20 bxs. White Castile Soap. 

Note. — Make a copy of this order on Order Sheet, and hand to Merchants Emporium. No entry required. 

Sell Ballantyne Bros., Geneva, , 30 ds, on acct., 3 ch. Japan Tea, 1 bbl. Porto Eico Molasses, 

5 bbls. Granulated Sugar, 3 bags Eio Coffee, 6 pails Mackerel. 

Note. — Make out inyoice of above from selling price list and deliver to Com. Ex. Remember the suggestion in a 
previous note in regard to making the extensions mentally. 

17 



Viii THEOREnOAL AND FBAOTIOAL BOOK-KEEPING. 

• 

Beceive of James Qordon cash in full of inyoice^ Not. 2. 
KoTB. — ^Receive the cash at Ck3ininercial Exchange and give a receipt 

Pay cash for sundry items of Stationery, $5.00. 
Note. — ^Pay above to Com. Ex. Charge to Expense. 

Order of Mead, Farley & Mead, New York, 60 ds., 40 bbls. White 0. Sngar, 20 bbls. A. Sugar, 
20 bbls. O. Sugar. 

KoTB. — Write a letter ordering the above. Give shipping directions and request them to forward as soon as i>06. 
sfble. Enclose the letter in envelope properly addressed and hand to Merchants Emporium. No entry will be made 
until the goods are received. 

Sell to Summer Bros.^ City, at 1^ per cent., speqial discount for cash, 5 bxs. Empire Soap, 2 ch. 
Y. H. Tea, 5 bbls. Onondaga Salt, 2 bbls. A. Sugar, 1 bx. Boneless Codfish, 5 bbls. B. P. Flour. 

Note. — Make invoice, receipt it and deliver to Com. Ex., receiving the cash. Enter in S. B. and C. B. and check 
the entries. In Bales Book enter, as a check, the initials C. B., and in the Cash Book 8. B. 

Beceive the invoice of the goods ordered of Clark, Endicott & Fielding, New York, Dec. 26. 

KoTB. — ^Receive the above at Merchants Emporium, examine the prices, extensions and footing of the Invoice, and 
if found correct, moke the entry in the Journal The total of the Invoice only need be entered. File the Invoice, giving 
name, date, terms and amount. 

Pay Sundry items of freight and drayage in cash, $10.50. 

NoTS. — Pay above to Com. Ex. Charge to Freight & Drayage which account will eventually be closed into 
Merchandise account. 



Prove your cash and balance the Cash Book, post the day 's business, make out a ''Daily Statement 
on the blank which you will find in your package of forms, and hand to the teacher receiving his *'0. K. 
check on same before proceeding with the next day's work. 



f9 



JANUARY 2, 1 

' Sell (at Com* Ex.) Martin & Bishop, Gainesville — , on acct., 60 ds., 5 bbls. A* Sugar., 5 bbla 
White C. Sugar. 

Sell (at Com, Ex.) Edgar "W. Townsend, City, 30 ds., on acct., 3 ch. Oolong Tea., 1 cask T. 
Prunes, 2 bbls. Oyster Crackers, 1 bbl. Cider Vinegar, 2 bags S. Pepper, 2 bbls. N. O. Molasses, 5 bxs. 

E. Soap. 

Buy (at C. N. Bank) a draft on New York for $1000, and give your check for same with exchange 
added at i per cent. Remit the draft to Clark, Endicott & Fielding, New York, to apply on ^, 

Note.— In drawing the dheck say in the body. Pay to Draft $1000 ; & Exchange $2.50. Charge the exchange to 
Collection & Exchange account. Write a letter enclosing the above draft, with full endorsement, and hand it to Mer. 
Emp. 

Buy (at Mer. Emp.) of Alex. Mitchell, 60 ds., on acct., 60 bbls. 0. Salt, 600 bags P. T. Salt. 
NoTB.-— Fill out an Order Sheet and hand to the Mer. Emp. The invoice will be delivered to you later in the day. 

Beceive (at Com. Ex.) cash of Odell & Moffett, in full for invoice, Nov. 3. 

Sell (at Com. Ex.) E. D. Carpenter & Co., Mellville — , 30 ds. on acct., 2 bbls. P. R. Molasses, 10 
pkgs. National Yeast, 6 bxs. Boneless Codfish, 6 bags Pearl Tapioca, 3 mats Java Coffee, 3 ch. O. Tea, 
5 bxs. White C. Soap. 

Leave (at C. N. Bank) Myers & Feltman's note for collection. 

KoTB. — Make memorandum in Bill Book, " Left for Collection." Endorse the note and hand it In at the Bank. 

Pay (at Com. Ex.) cash for two tons of coal for store $10.60. 

Sell (at Com. Ex.) Chas. H. Parmelee, Ogden — , at 1 per cent., special discount for cash, 5 mats 
J. Coffee, 6 pkgs. N. Yeast, 3 ch. 0. Tea, 6 bxs. E. Soap. 

Beceive (at Com. Ex. ) of David A. Parker, a payment of $300 cash to apply on his note. 

KoTB. — ^Endorse the payment on the note (See Business Forms) and make memorandum in B. B. 



^ 



THEOBETIOAL AND PBAOTIOAL BOOE-EEEPIKO. IX 

Give (at Mer. Emp.) Myers & Arkwright^ your check to pay invoice of Dec. 4th« 

Pay (at Com. Ex.) cash for drayage for the day, $1.25. 

Beceive of Henry Pell & Co.^ their note to balance account^ with 63 days interest added. The 
note is dated on the eqnated date of payment of the account, at 60 ds., payable at Traders National 
Bank, this city. 

Note.— Equate the account; draw up the note and present it at Com. Ex. for signature. In equating the account 
use the Interest method, assuming the latest date in the account as the focal date, carrying out and preserving the com- 
putations to five decimal places. This requirement is made in order to secure uniform accuracy in the results. As a 
matter of practice it would not be considered necessary to be so exact in the fractions. 

Deposit all your cash except $50.00. 

Write an advertisement, to be inserted in the daily papers, for a Shipping Olerk. State qualifications 
required, and any other conditions you may consider desirable. Hand adv. to Com. Ex. 

Prove your cash and balance the Oash Book. Post the day's business. Make out '* Daily State- 
ment" slip and hand to the teacher. 

JANUARY 3. 18— . 

Bichmond's note favor Boyd ft Clark, assumed by the firm, is due to-day, and ha£ been charged to 
the firm account at College National Bank, in accordance with your instructions. 

Sell (at Com. Ex.) James Gordon, Argyle — , 60 ds., on account, 5 mats J. Coffee, 2 bbls. P. R 
Molasses, 2 bags Pepper, 6 ch. J. Tea, 6 bbls. G. Sugar, 5 bbls. White C. Sugar. 

Buy (at C. N". Bank) by check at i j^ Exch., a draft on New York, and remit it to Robt. H. Boyd 
& Co., Baltimore, in full of invoice Oct. 5th. 

NoTB. — See note imder remittance made to Clark, E. & F., 2nd inst 

Buy (at Mer. Emp.) t)f Myers & Arkwright, City, 30 ds., on acct., 20 bbls. O. Crackers, 50 pkgs. 
N. Yeast. 

Beceive (at Com. Ex.) of Ballantyne Bros., their check on Citizens Bank, Geneva, $200 on acct. 

Note. — Draw up this check (except signature) on the blank which you wUl find in your package, and present It at 
Com. Ex. to be signed. 

Sell (at Com. Ex.) Henry G. Wheeler, City, at 1 per cent, discount for cash, 20 bbls. 0. Salt, 5 ch. 
Y. H. Tea, 10 pails Mackerel, 5 bbls. G. Sugar, 10 bbls. R. P. Flour. 

Note. — Receipt the invoice and check the entries in Sales Book and Cash Book. 

Order of Clark, Endicott & Fielding, New York, 60 ds., on acct., to be shipped by fast freight, 
100 cans Epps' Breakfast Cocoa, 100 pkgs. Baker's Chocolate, 5 bbls. English Currants, 20 pkgs. Gates 
Matches, 25 bbls. Pure Gloss Starch, 10 bags Pearl Tapioca, 10 bbls. G. N. C. Head Eice, 25 dz. cans 
Boyal Baking Powder. 

Note. — Write a letter ordering the above, and hand it to Mer. Emp. 

Beceive (at Com. Ex.) of Martin & Bishop, cash on acct., 1200. 

Pay (at Mer. Emp.) Crandall & Co., cash in full of invoices of Oct. 3rd and Oct. 10th, and interest 
since maturity. 

Sell (at Com. Ex.) Howard 0. Strong, City, 60 ds. on acct,, 5 mats M. Coffee, 5 mats J. Coffee, 
10 bxs. L. L. Raisins, 100 bgs. F. T. Salt, 10 pkgs. N. Yeast, 5 ch. J. Tea, 1 ch. 0. Tea, 1 bag S. 
Pepper, 3 bbls. A. Sugar. 

Receive (at Com. Ex.) cash in payment of Geo. Bostwick & Son's note and interest, due to-day. 

Pay (at Com. Ex.) drayage for the day, in cash, $1.60. 

Deposit Ballantyne Bros, check and all currency except $100. Bank charges i ^ collection on the 
check. # 

In response to your advertisement of yesterday for a shipping clerk, letters from several applicants 
for the position were received, and among the -number, one from Charles R. Dent, of 154 Oregon St., 
which impressed you most favorably, and resulted in his engagement at a salary of $50 per month. 

Note.— You will make a copy of the above letter of application. Give careful attention to the composition, 
arrangement, capitalization, punctuation and penmanship. Enclose the letter in an envelope, properly addressed, and 
hand to the teacher. 
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Prove your cash and balance the Cash Book. Post the day's business. Make out '' Daily State- 
ment " slip and hand to the teacher. 

JANUARY 4, 18— 

Pay (at Com. Ex.) "Daily News" bill of advertising, in cash, $16. 

Leave H. D. Taft's note at C. N. Bank for collection. 

Receive (at Mer. Emp.) the invoice of goods ordered of Mead, Parley & Mead, 1st inst. 

Sell (at Com. Ex.) L. D. Oliver, City, on his note at 3 ds., endorsed by Geo. Osgood, payable at 
Merchants Bank, 7 ch. J. Tea, 3 ch. Y. H. Tea, 20 bxs. L. L. Raisins, 3 bbls. P. R. Molasses, 6 bbls. 
0. Crackers, 6 bbls. G. Sugar, 13 pkgs. N. Yeast. 

Note. — In writing this note, after the words "payable at Merchants Bank," add in parenthesis (To be presented to 
the teacher at maturity). 

Receive (at Com. Ex.) cash of Odell & Moffett, in full of Invoice Dec. 5. 

Order (by letter) of Robt. H. Boyd & Co., Baltimore — , 60 ds. on acct., 60 bbls. Y. C. Sugar, 
25 bbls. N« 0. Molasses, 15 bbls. P. R. Molasses. 

Pay (at Mer. Emp.) J. M. Cone & Son, cash for Invoice Dec. 6. 
Receive credit at C. N. Bank for Meyers & Feltman's note, due to-day. 

Note. — Present your Pass Book at the Bank and receive credit. The note being payable in the city, no charge is 
made for collecting. 

Pay (at Com. Ex.) cash for cleaning store, $3.50. 

Buy (at Mer. Emp.) of Crandall & Co., City, 30 ds, on acct., 25 bbls. R. P. Flour, 15 bbls. Oat 
Meal. 

Buy (at Com. Ex.) of Graves & Clark, 1 Cylinder-top Office Desk, $125. Give them check in 
payment. (Furniture & Fixtures acct. ) 

Ship Richard Olmstead, ClarLsville — , by National Express, C. 0. D., 4 ch. J. Tea, 4 ch. Y. H. Tea. 

Note. — It is customary to ship goods C. O. D. (collect on delivery) where the responsfbUity or credit of the buyer is 
limited, or where his financial standing is unknown to the seller. Make one Invoice in detail, to be mailed to the customer. 
Then make a second Invoice, reading '* Mdse. per Invoice by mail," giving the amount of the Invoice only, not the items, 
and enclose it in the C. O. D. envelope, which you will find in your package of forms. Fill out the envelope by writing 
the amount of the Invoice in the first blank space, leaving the second and third blanks to be filled by the Express Co. At 
the bottom of the envelope, under Remarks, write *' Add return charges." 

Open an account in the Ledger with " C. O. D Accoimts." See explanation for "Miscellaneous Accounts," p. 197. 

Sell (at Com. Ex.) Henry Pell & Co., Gouveneur — , 60 ds. on acct., subject to draft, 30 bbls. R. 
P. Flour, 5 bbls. Oat Meal, 20 bbls. 0. Salt, 200 bags P. T. Salt. 

Sell (at Com. Ex.) HoUiway & Holliway, City, 60 ds. on acct., 2 bbls. P. R. Molasses, 2 bbls. N. 
O. Molasses, 20 pails Mackerel, 6 bbls. A. Sugar, 6 bbls. W. C. Sugar, 10 bxs. E. Soap, 3 ch. J. Tea, 
8 ch. Y. H. Tea, 3 bags Tapioca, 20 pkgs. N. Yeast. 

Pay (at Com. Ex.) freight and drayage, for the day, in cash, $10.25. 

Deposit in C. N. Bank all the cash on hand. 

Prove and balance the cash, post the day's business and make daily statement. 

JANUARY 5, 18—. 

Receive (at Mer. Emp.) the invoice of goods ordered of Clark, Endicott & Fielding, 3rd inst. 
Receive (at Com. Ex.) cash of F. W. Hendrick's Sons, in full of invoice of Dec. 6. 

Remit Mead, Farley &Mead, New York, your note at 30 ds., payable at 0. N. Bank, to apply on 
acct., $800. 

Note. — Write a letter enclosing the note and hand it to Mer. Emp. 

Sell Odell & Moffett, City, 30 ds. on acct., 10 bbls. Flour, 60 cans Epps' Cocoa, 60 pkgs. Baker's 
Chocolate, 6 bbls. P. G. Starch, 2 mats J. Coffee. 2 mats M. Coffee, 6 dz. cans R. Baking Powder, 1 
bbl. E. Currants. 



THBOBSnOAL AND PRAOTIOAL BOOKKEEPING. XI 

Telegraph Robt. H. Boyd & Co., Baltimore, to add to your order of yesterday, three casks of 
Turkish Prunes. Pay the charges on the telegram, 50c., in cash. (Debit Expense.) 

Note. — Limit the number of words in the message to ten. 

Discount at C. N. Bank, H. Pell & Co.'s note, and have the proceeds placed to your credit. 

Sell (at Com. Ex.) Ballantyne Bros., Geneva — , 30 ds. on acct., 5 dz. cans R. Baking Powder, 
5 bbls. 0. Crackers, 5 bbls. 0. Meal, 10 bxs. L. L. Raisins, 3 pkgs. N. Yeast,. 5 bbls. A. Sugar, 5 
bbls. O. Sugar, 5 bbls. P. R. Molasses, 5 bbls. N. 0. Molasses, 7 bags R. Coffee, 3 ch. J. Tea, 5 bags 
P. Tapioca. 

Receive (at Com. Ex.) cash of Martin & Bishop, to balance their account, with interest added, or 
discount deducted, as the case may be, between this date and the equated date of payment. 

Note. — Average the account by the Interest method, assuming the latest date as the focal date and carrying out 
and preserving all computations to five decimal places. Preserve your work and show it to the teacher before obtaining 
the cash. 

Give (at Com. Ex.) Orville W. Dean check for $500 on Wm. L. Richmond's private account. 
Note. — Open an account in the Ledger with " "Wm. L. Richmond, Private Account" 

Buy (at Mer. Emp.) of Stevens Bros. & Selden, City, at 1^ per cent, discount, for cash, 50 bxs. E. 
Soap. Give check in payment. 

Pay (at Com. Ex.) freight and drayage, in cash, $14.50. 

Deposit all the cash you have on hand except $150. 

Prove and balance the cash, post the day's business, and make daily statement. 

JANUARY 6. 18—. 

Receive (at Com. Ex.) cash of HoUiway & HoUiway, for invoice Dec. 7. 

Buy ( at Mer. Emp.) of J. M. Cone •& Son, City, at 2 per cent, discount for cash, 20 Full Cream 
Cheese. 

Sell (at Com. Ex.) E. D. Carpenter & Co., Millville— , 30 ds. on acct., 15 bbls. Flour, 4 bbls. N. 
0. Molasses, 10 bbls. 0. Salt, 20 bxs. E. Soap, 3 bbls. G. N. C. Head Rice, 1 cask T. Prunes, 10 bbls. 
A Sugar, 10 bbls. W. C. Sugar, 6 pkgs. G. Matches. 

Wm. L. Richmond's note favor J. H. Boltwood (assumed by the firm), due the 7th, has been paid 
at C. N. Bank and charged to your account. 

Note. — ^By a recent enactment in the State of Ifew York, commercial paper falling due on a holiday, is made pay- 
able on the next budness day. In most of the States, however, such paper is payable the day preceding the holiday. 

Receive (at Com. Ex.) cash of James Gordon, less 1 per cent, discount, for invoice Jan. 3rd. 
Buy a draft on New York for $2000 at i per cent, exchange, by check, and remit it to Clark* 
Endicott & Fielding, New York (Mer. Emp.)^ to apply on account. 

Order in same letter the following goods, on acct. 60 ds. to be shipped by fast freight: 20 ch. 0. 
Tea, 25 ch. J. Tea, 25 ch. Y. H. Tea, 15 mats J. Coffee, 15 mats M. Coffee, 10 bags R. Coffee, 25 bxs. 
B. Codfish, 5 bbls. E. Currants, 4 casks T. Prunes, 5 bags S. Pepper, 25 bxs. L. L. Raisins, 10 bbls. G. 
N. C. H. Rice, 10 bags P. Tapioca. 

Pay (at Mer. Emp.) Alex. Mitchell, cash in full of invoice Nov. 6. 

Sell (at Com. Ex.) D. H. Johnson, City, for cash, 10 bbls. 0. Salt, 100 bags F. T. Salt, 10 bxs. E. 
Soap. 10 bbls. Flour. 

Pay (at Com. Ex.) drayage for the day, in cash, II. 

Ship the following goods to Leach & Hanford, Odessa, by Southern Despatch Line, C. 0. D., to 
the order of C. N. Bank: 10 bbls G. Sugar, 10 bbls. W. C. Sugar, 5 bags R. Coffee, 2 ch. Y. H. Tea. 

Note. — Make out a B/L and have it signed at Com. Ex. Draw a sight draft on Leach & Hanford in favor of C. 

N. Bank, attach the B^L and draft to the Invoice, and leave same with C. N. Bank for collection. 

The object of sending the shipment C. O. D., is the same as explained in the case of the C. O. D. shipment by 
Express to Olmstead, Jan. 4. The R R. Co. does not, however, make the collection direct, as in the case of the Express 
Co. The goods are marked "Subject to the order of C. N. Bank." The R. R. Agent at Odessa, will not deliver the 
goods imtil the consignees have paid the draft to the Bank in Odessa, to which it was sent by C. N. Bank for collection, 
and present that Bank's order on the R. R. Co. for the goods. 
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Pay (at Com. Ex.) salaries of employes, for the week, in cash, $150 
Deposit in G. N. Bank all the cash on hand. 

Prove and balance the cash, post and make daily statement and hand to the teacher^ together with 
a trial balance of the Ledger for the week, exhibiting the diflerenoes instead of the footings of the 
accounts. 

JANUARY 8, 18— 

Sell Martin & Bishop, Gainesville — , 60 ds. on acct., 10 bbls. R. P, Flour, 20 cans Epps' B. Cocoa, 
20 pkgs. Baker's Chocolate, 5 pails Mackerel, 5 pkgs. O. Matches, 5 bbls. P. O. Starch, 5 bbls. 0. Salt, 
100 bags F. T. Salt, 10 bxs. E. Soap, 2 bags P. Tapioca. 

Receive (at Com. Ex.) of Ballantyne Bros., their check on Citizens Bank, Geneva, $300, on acct. 

Draw from C. N. Bank, by check, $150 cash, for office use. 

Note.— Put in the body of the check " Cash for Office." 

Sell James Gordon, Argyle — , 60 ds. on acct., 5 bbls. G. Sugar, 5 bbls. White C. Sugar, 5 bbls. P. 
G. Starch, 10 bxs. E. Soap, 10 pkgs. B. Chocolate, 5 Cheese, 2 bbls. P. R. Molasses. 

C. N. Bank has received returns from Carthage — , on H. D. Taft's note. Take your Pass Book to 
the Bank and receive credit for the note and interest, less ^ per cent, collection. 

KoTB. — ^The interest is computed at 6 ^ on a basis of 30 days for a month. 

Make a statement of E. D. Carpenter & Co.'s account. Average the account and note on the 
statement, and also in the Ledger, the average date of payment. Write them a letter urging a prompt 
settlement, either by cash, or note at 60 days, with interest added. 

Note. — In averaging the account, use the "Interest" method, assuming the latest as the focal date, carrying out 
the computations to five decimal places. In writing what is termed a *' Dunning" letter, nice discrimination must be 
exercised in the language employed. While the debtor should be given to understand immistakably, that the demands of 
the creditor must be complied with, it should be done in such a way as to avoid giving offence. Present the statement to 
the teacher for approval, and then enclose the letter and statement and hand to Com. Ex. 

Buy at C. N. Bank, by check, a New York draft at I j< exch., and remit same to Bobt. H. Boyd 
& Co., in payment of invoice Oct. 9. 

Sell Edgar H. Collins, Lexington — , on his note at 60 ds., payable at First National Bank, 6 bbls. 

Bice, 6 bbls. White C. Sugar, 2 bags P. Tapioca, 1 doz. cans R. Baking Powder, 6 bbls. 0. Crackers. 
Pay (at Com. Ex.) N. T. Everest, cash $100, on Wm. L. Richmond's private account 
Draw a draft on H. Pell & Co., Gouvemeur — , dated Jan, 4, at 60 days from date, in your favor, 

for the amount of the bill sold them on that date, and enclose it to them for acceptance and return. 

Note. — Enclose the draft in a letter and hand to Com. Ex. Make a memorandum in their acct.. In pencil, as fol- 
lows: *' Draft sent for acceptance and return." 



Pay (at Com. Ex.) drayage for the day, in cash, $1.25. 

Prove and balance the Cash Book. Post the day's business. Make daily statement and hand to 
the teacher. 

JANUARY 9. 18—. 

' Receive the goods ordered of Robt. H. Boyd & Co., 4th and 5th insts. 

Sell F. W. Hendrick's Sons, Decatur — , 30 ds. on acct., 10 bbls. Y. C. Sugar, 5 bbls. N. O. MolasseB, 
5 bbls. P. R. Molasses, 5 mats J. CoflEee, 6 bbls. 0. Salt, 100 bags F. T. Salt. 

Buy of Crandall & Co., City, 30 ds. on acct., 50 bbls. R. P. Flour, 20 bbls, 0. MeaL 

Pay cash for cleaning store, $2.75. 

Receive (at Com. Ex.) of Odell & Moffett, cash in full of invoice Jan. 5, less 1 per cent, discount. 

Buy of Holbrook & Gardner, City, at 2 per cent, discount, 20 bbls. Cider Vinegar. Give in pay- 
ment check on C. N. Bank. 

Receive (at Com. Ex.) cash for the C. 0. D. on Richard Olmstead, shipped by National Expreas 
4th inst. 



• •# 
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HoUiway & Holliway (at Com. Ex.) return the 20 pkgs. National Yeast sold them 4th inst., on 
account of its inferior quality. You will return the same to Myers & Arkwright (at Mer. Emp.) from 
whom you purchased it^ together with the 10 pkgs. you have of same lot remaining on hand. 

Pay (at Mer. Emp.) Stevens Bros. & Selden, cash in full for invoice Nov. 9. 

Sell Ballantyne Bros., Geneva — , 30 ds. on acct., 1 doz. cans B. Baking Powder, 2 bags B. Coffee, 
20 cans Epps' Cocoa, 1 bbl. E. Currants, 5 bbls. Oat Meal, 2 bbls. N. 0. Molasses, 2 bbl&' P. B. Molasses, 
B pkgs. 6. Matches, 4 bbls. G. Sugar, 6 bbls. Y. C. Sugar, 10 bbls. B. P. Flour, 5 bxs. B. Codfish. 

Leave L. D. Oliver's note for collection. , 

Beceive (at Com. Ex.) of David A. Parker, cash in full for balance due on his note. 

Note.— Find the balance due by U. 8. Bale for partial payments. Find the time by counting actual number of 
days. 

Pay freight and drayage for the day, in cash, $18.60. 

Deposit Ballantyne Bros, check and all the cash on hand except $50. Bank deducts ^ per cent, 
collection on the check. 

Prove and balance the Cash Book. Post tlie day's business. Make daily statement and hand to 
the teacher. 



JANUARY 10, 1 

Wm. L. Bichmond's acceptance favor E. T. Morgan, assumed by the firm, is due to*day and has 
been paid by C. N. Bank and charged to the firm acct. 

One of your salesmen, Allan G. Hinchley, has been obliged to resign his position with you owing 
to the removal of his family to a distant city. Pay him balance due on salary, $7.50, in cash. He 
desires a letter of recommendation, and having proved himself faithful, efficient and trustworthy, you 
comply with his request. 

Note. — Such a letter should contain a candid statement of facts regarding the character and general qualiflcatloDfl 
of the person commended. It may be addressed ** To whom it may concern," " To the Business Public," or to some 
specified party. Hand the letter and cash to Com. Ex. 

Buy of Alex. Mitchell, City, 60 ds. on acct., 10© bbls. 0. Salt, 500 bags F. T. Salt 

Beceive (at Com. Ex.) of Howard 0. Strong, cash in full of invoice Nov. 12. 

Sell Odell & Moffett, City, 30 ds. on account., 2 mats M. CoflEee, 2 bbls. 0. Crackers, 6 bbls. E. P. 
Flour, 10 bbls. 0. Salt, 1 ch. Y. H. Tea, 2 bbls. C. Vinegar, 6 Cheese, 1 doz. cans R Baking Powder. 

Leave Francis C. Budlong's acceptance for collection. 

Accept (payable at C. N. Bank) Mead, Farley & Mead's draft at 1 day's sight, favor Orton & Co., 
on acct., $500. 

Beceive the invoice ordered of Clark, Endicott & Fielding, the 6th inst. 

Beceive (at Com. Ex.) of James Gordon, cash for invoice 8th inst., less 2 per cent, discount. 

Sell (at Com. Ex.) Kauffman & Co. (Clothiers), City, on acct., 1 ch. Y. H. Tea. 

l^OTB — Messrs. K. & Co., being personal friends, you sell them the Tea at cost price. 

Buy of Myers & Arkwright, City, 30 ds. on acct., 50 bbls. 0. Crackers, 50 pkgs. K. Yeast. 

Sell Sloan & Hunt, City, at 1 per cent, disc't for cash, 20 bbls. 0. Salt, 100 bags F. T. Salt, 20 
bbls. B. P. Flour. 

You owe Frank W. Brown $20.76 for extra labor in the store. He prefers not to draw the money 
at present, and at his request you give him a Due-Bill for the amount. 

KoTB.— Journalize the Due-Bill as Bills Payable, and hand it to Com. Hz. 

Sell Larkin & Pease, Oakland — , on their note at two months, payable at Cook & Sons Bank, 5 ch. 
J. Tea, 5 ch. Y. H. Tea, 6 mats J. Coffee, 2 mats M. Coffee, 5 bbls. Y. C. Sugar, 5 bbls. W. 0. Sugar. 
Pay freight and drayage for the day, in cash, $12.10. 
Deposit in C. N. Bank, $600. 
Ptove and balance the cash. Post the day's business and make daily statement. 
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JANUARY 11, 18—. 

Eeceive from C. N. Bank notice of protest of K D. Oliver's note, due yesterday. Call at the 
bank and get the note and pay the protest fees, 11.00 in cash. 

Note. — Make the fees a part of the note and debit Bills Rec. 

Eeceive (at Com. Ex. ) cash of F. W. Hendrick's Sons for invoice Dec, 12. 

Buy by check a New York draft for $1000 at i per cent, exch., and remit to Clark, Endicott & 
Fielding (Mer. Emp. ), on account. 

Sell HoUiway & HoUiway, City, 60 ds. on acct., 10 pkgs. B. Chocolate, 5 bxs. B. Codfish, 1 cask 
T. Prunes, 10 bxs. L. L. Eaisins, 2 bbls. Rice, 20 bbls. 0. Salt, 6 ch. 0. Tea, 15 pkgs. N. Yeast. 

Give (at Com. Ex.) one of your clerks (Chas. "Williams), to apply on his salary, an order on 
Kauffman & Co. for goods from their store to an amount not exceeding $15. 

L. D. Oliver pays his protested note of yesterday, as follows: He renews $300 of the amount by a 
new note at 60 ds., with same endorser as before, payable at Merchants Bank. The balance of the old 
note, the protest fees, and the interest on the new note, he pays in cash. 

Pay (at Mer. Emp.) Stevens Bros. & Selden, cash for invoice Nov. 12. 

Discount at C. N. Bank the note received of Larkin & Pease 10th inst. and receive credit for the 
proceeds. The bank charges i per cent, for collection, in addition to the discount. 

Sell Olcott & Moore, City, for cash, 5 bbls. A. Sugar, 5 bbls. G. Sugar, 5 bbls. Y. C. Sugar. 

Pay (at Mer. Emp.) Crandall & Co., by check, in full of invoices Jan. 4 and Jan. 9, l^ss 1^ per 
cent, discount. 

Deposit all your cash except $50. 

Prove and balance the cash. Post the day's business and make daily statement. 



JANUARY 12, 18— 

Receive (at Com. Ex.) of E. D. Carpenter & Co., to balance account, their note dated at the 
equated date of payment of their acct. at 60 ds. with interest, payable at Genesee Valley National 
Bank, as per statement sent them 8th inst. 

Buy by check a New York draft at J per cent, exch., and remit same to Robt. H. Boyd & Co. in 
payment of invoice Nov. 12. 

Sell Howard 0. Strong, City, 60 ds. on acct., 10 pkgs. B. Chocolate, 5 bbls. 0. Crackers, 1 bbl. N. 
0. Molasses, 5 bxs. L. L. Raisins, 5 bbls. Y. C. Sugar. 

Receive (at Com. Ex.) of HoUiway & HoUiway, cash in full of invoices Jan. 4 and Jan. 11, less 
the credit for Mdse. returned 9th inst., and less 2 per cent, discount on the net amount. 

C. N. Bank has received returns from the C. 0. D. shipment to Leach & Hanford 6th inst 
Present your Pass-Book and get credit for the same, less collection ^ per cent. 

Average Clark, Endicott & Fielding's account, and remit them a New York draft to balance, with 
interest added, or discount deducted, as the case may be. Buy the draft at C. N. Bank by check at i 
per cent. exch. 

Pay (at Com. Ex.) "Evening Post's" bill for printing, in cash, $8.75. 

Buy of Stevens Bros. & Selden, City, at 2^ per cent, disct. for cash, 60 bxs. E. Soap. 

Discount at C. N. Bank, Edgar H. Collinses note and receive credit. The Bank charges J per 
cent, for collection in addition to the discount. 

SeU D. H. Johnson, City, for cash, 25 bbls. 0. Salt, 200 bags F. T. Salt, 10 bxs. E. Soap. 

Your friend and customer, Mr. Chauncey Odell, of the firm of Odell & Moffett, has business to 
transact in Baltimore. Being a stranger in that city, and needing the assistance and influence of a 
responsible party there, you will favor him with a letter of introduction to Messrs. Robt. H. Boyd & 
Co. Knowing Mr. Odell as a thoroughly honorable and reliable gentleman, you can solicit for him the 
kindly oflBces of Messrs. B. & Co. with perfect confidence. 

H. Pell & Co. have returned (at Com. Ex.) accepted, payable at Farmers Bank, the draft sent 
them 8th inst. 

Pay drayage for the day, in cash, $1.50. 
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Deposit in C. N. Bank, cash, $650. 

Prove and balance the cash, post the day's business and make daily statement. 



JANUARY 13, 18—. 

Your acceptance favor of Orton & Co. has been paid and charged in at C. N. Bank. 

Receive (at Com. Ex.) cash of Howard 0. Strong for invoice Jan. 3, less 2 per cent, discount. 

F. C. Budlong's acceptance has been paid. Present your Pass-Book at C. N. Bank and receive 
credit, less J per cent, collection. 

Pay (at Com. Ex.) in cash, the Due-Bill given to Frank W. Brown 10th inst. 

Sell Martin & Bishop, Gainesville — , 60 ds. on acct., 5 bbls. A. Sugar, 10 cans Epps' B. Cocoa, 
10 pails Mackerel, 4 pkgs. G. Matches, 10 bbls. P. G. Starch, 25 bbls. 0. Salt, 300 bags F. T. Salt, 
40 bxs. E. Soap, 20 bxs. L. L. Raisins, 35 pkgs. N. Yeast. 

Pay (at Mer. Emp.) Alex. Mitchell cash in full of invoices Jan. 2 and Jan. 10, less 2 per cent, 
discount. 

Pay (at Com. Ex.) balance due employes on salaries for the week, in cash, $135. 

Kauffman & Co. pay their account in cash, deducting the order drawn on them 11th inst. favor 
Chas. Williams. "^ 

Receive (at Com. Ex.) of Ballantyne Bros., to balance account, their check on Citizens Bank, 
Geneva, with interest added, or discount deducted, as the case may be, from this date to average date 
of payment. 

Give (at Mer. Emp.) Myers & Arkwright your check for invoices Jan. 3 and Jan. 10, less the 
goods returned 9th inst., and less 1 per cent, discount on the net amount. 

Pay drayage for the day, in cash, 50 cts. 

Deposit Ballantyne & Bros, check and all the currency on hand. The check being for so large an 
amount, the Bank deducts only i per cent, for collection. 

Prove and balance the cash, post, make daily statement, take a trial balance and hand to the 
teacher. 

Draw a check in favor of the teacher for the amount you have in G. "S. Bank, and hand same to 
him, together with your books and business papers, for examination. 



DICTIONARY OF COMMERCIAL WORDS AND PHRASES. 



ACCEPTANCE.— Agreeing to the terma proposed ; the 
acceptor's name written on the face of a bill of exchange 
or draft, usually with the word "Accepted"; bill of ex- 
change or draft when accepted. 

AocoMHODATioN Papkr. — Notes or acceptances drawn for 
the purpose of being discounted, and not founded on 
an actual sale of goods ; notes or bills signed and ac- 
cepted without consideration; notes drawn by merchants 
for like amounts and exchanged for their mutual accom- 
modation. 

Account Cubrent. — A running accouAt. A detailed state- 
ment of the transactions between two i)ersons or firms, 
usually expressed in the form of debtor and creditor. 

Account Sales. — An itemized statement of sales and ex- 
penses, sent by a commission merchant to his prin- 
cipal. It exhibits the quantities and prices of the goods 
sold, the commissions and other charges, and the net 
proceeds.* 

AccRTTED. — Interest acctunulated and unpaid. 

AcKNOWiiEDGB. — In Commercial correspondence, the term 
by which the receipt of a letter, remittance, or order, 
is admitted. 

Acknowledgment. — A formal admission made before an 
officer, that the act described was voluntarily done. 
The officer's certificate of the admission is also called 
an acknowledgment. 

Administrator. — One that is appointed by the court to 
settle an estate. 

Ad Valorem. — According to value. A custom house 
term, relating to the estimating of duties upon the value 
of imported goods. 

Affidavit. — A written declaration under oath. 

Appraisal. — The act of placing a value on goods. 

Arbitration. — The adjustment of a disputed point by a 
person or persons chosen by the parties in dispute. 

Absets. — A term commonly used in trade to designate the 
funds, property, or effects, that is, the stock in trade, 
cash, and all the available property of a merchant, in 
contradistinction to his liabilities or obligations. 

Assignee. — A person to whom the property of a bankrupt 
or an insolvent debtor is transferred for the benefit of 
the insolvent's creditors. 

Assignment. — The act of transferring property to the as- 



signee. 



ATTACH3IENT. — A Warrant for the purpose of seizing a 

man's property. 
Auditor, — An officer appointed by the government, or by 

any corporation, to examine claims upon the treasury, 

and to investigate the treasurer's accounts? 
Auxiliary. — Applied to various account books that are 

kept as aids to the principal books 

BALANCE OP TRADE.— The difference between the 
value of the commercial imports and exports of any 

country. 
Bank-Book.— A pass book carried by a depositor, in which 

the teller of a bank records deposits, and in which the 

book-keeper enters the paid checks at stated intervals. 
Bake Bills or Notbb.— Promissory notes printed by the 

government and issued by national banks, payable on 

demand, and used as money. 



Bankrupt. — One who Is unable to pay his debts, and who 
fails in business. 

Bell. — A statement in writing, as a list of items bought or 
sold, or of services rendered. The common term ap 
plied to a note or draft. 

Bill op Exchange. — An order for the payment of money, 
usually drawn on a person living in a foreign country, 
the term draft being used to designate bills that are pay- 
able in the same country in which they are drawn. 

Bill op Lading. — A written account of goods shipped 
and the conditions of shipment, having the signature of 
the carrier's agent, and given to the shipper as a receipt. 

Bill op Sale. — A writing given by the seller to the buyer, 
transferring the ownership of personal property. 

Board op Trade. — An association of business-men for the 
regulation and advancement of commercial interests. 

Bonded Goods. — Those which are stored in a bonded 

warehouse, or in bonded cars, the owner having given 

bonds securing the payment of import duties or of in- 

* temal revenues, upon their removal, or their arrival at 

some inland city of entry, and before a specified time. 

Bonus. — ^A premium given on a loan, or for any favor shown. 

Broker. — An agent who effects sales or purchases or who 
makes loans and contracts for another. Also a term 
applied to one who deals in stocks. A broker does not 
usually have possession of the property which he sells 
or buys as agent. 

Bullion. — Uncoined gold or silver. 

Business. — Exchange of commodities and of conunercial 
values. Also a term representing one's occupation. 



riAPITAL.— The investment in business. 

Cash Sales. — The sales made for ready money in contra- 
distinction to sales on which credit is given. 

Certificate. — A written voucher attesting to some fact ; 
as a certificate of deposit, a certificate of stock. 

Certified Check. — One which has been certified or acr 
cepted by the bank on which it is drawn, making the 
bank responsible for its payment. 

Charter. — A paper from government defining the rights 
and privileges of corporations. To hire or let an in- 
strument of transportation ; as, a ship, a railway car. 

Chattel. — Any kind of property except real estate, as, 
merchandise, notes and accounts, animals, leases of 
real estate, etc. 

Check. — An order on a bank drawn by a depositor. 

Clearing House. — A kind of banking exchange, estab- 
lished in some of the large cities for the convenience of 
daily settlements ; the drafts and checks on each other 
are mutually exchanged without the individual presen- 
tation of each at the banks, and a balance struck, which 
balance only is paid in cash. 

Collaterals. — Pledges of stocks, notes, or chattels, for 
security of loans and other indebtedness. 

Commerce. — The business of exchanging commodities be- 
tween different places ; mercantile business in general, 
as carried on between individuals or companies of dif- 
ferent countries, or of the same country ; and in a re- 
stricted sense, the shipping which belongs to a country* 
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OomcBibCiAL Pafer. — ^BOIb of exchange, drafts, and notes, 

given in the course of trade. 
CoioaasiON. — A x)ercentage given for the sale or purchase 

of goods, or the transaction of other business; the order 

or authority by which one person transacts business for 

anotner. 
OcnocoN Law. — ^Law based upon the precedent of usage, 

and not contained in the statutes enacted by legislative 

bodies. 
CcMPAJXY, — A corporation. A term used in a firm name to 

designate other partners whose names are not given. 
Coxpousjy, OR Compromise. — To settle a claim by paying 

or receiving only a part of the amount. To agree upon 

a settlement based upon mutual concessions. 
CoNSiONEE. — One to whom goods are sent. 
CtaNBUL. — An agent for a government, residing at a seaport 

in a foreign country, and guarding the commercial in. 

terests ot his own country, 
CSohtra. —On the opposite side. 
CoFARTNERSHiF. — The joining of two or more persons into 

one firm for the purpose of carrying on any enterprise. 

It has the same meaning as partnership. 
GoFTRionr. — The right granted by government to an author 

to control the publication of any book or work. 
Counterfeit. — A spurious bank bill ; a forgery. 
CouKTmG-ROOM. — A Toom In which merchants keep their 

accounts and transact business. 
Cotrpoic. — An interest note or a certificate attached to a 

bond which Is cut off from the bond and collected 

when due 
CouRSB OF Exchange. — The sum merchants pay for bills 

of exchange to enable them to make remittances from 

one country to another. 
Credentials. — ^I'estimonials giving authority. 
Creditor. — One giving credit; one whom we owe. 
CuRRENCT. — The paper money or the coin which const!- 

tutes the circulating medium of a countiy; that which 

iMsseB for money in a coimtry, 

DAYS OF GRACE.— Negotiable promissory notes or bills 
of exchange, payable at a certain time, are entitled to 
three days delay beyond the time expressed, which are 
called days of grace, unless "without grace" is ex- 
pressed on the paper. These days were so called be- 
cause they were formerly gratuitously allowed. But 
xinw, in the United States and England, they are de 
manded of right, the custom having passed into law. 

Debtor. — One who owes a debt. 

Deed.— A written contract imder seal, usually transferring 
the ownership of real estate. 

Defalcation. — Deduction or discount. Embezzlement of 
money by an officer having it in charge 

Deposit. — To commit to the care of another, especially to 
place money in bank subject to our order. 

DiBHONOR. — A failure to pay an obligation when due. A 
failure to accept a draft when presented for acceptance. 

Di v id end . — The portion allotted to each stockholder in the 
division of profits 

Dower. — The right of a widow to a life interest in one- 
third of all the real estate owned by her husband at any 
time after their marriage. 

Doe-Bill.— A brief, written acknowledgment of a debt, 
having the effect of a promissory note. 

Donning. — Solicting payment for a debt; or the urgent 
pressing of the payment of a debt 



"DARNEST.— Part of purchase money paid, on part of 

-^ goods delivered to bind a verbal contract. 

Embezzlement. — A fraudulent appropriation of money 
entrusted to one's care. 

Emporium. — A conmiercial center. 

Endorse, or Indorse. — To write one's name on the back 
of a commercial paper. To receipt a partial payment 
on the back of a note or bill. 

Engross. — To copy in manuscript. 

Equity. — The science of right and justice, which often 
corrects the application of law in a particular case. 

Exchange.— The giving of one value for another The 
process of remitting money values by means of bills 
and drafts. The discount or premium arising from the 
purchase or sale of different classes of paper. 

Execution. — A written direction given to an officer author- 
izing him to enforce a judgment. The act of signing 
and sealing a legal instrument. 
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AC SIMILE. — 4-Q exact copy. 



Feb Simple. — The absolute ownership of real estate. 
Financier. — One having charge of the public revenues. 

One skilled in money matters. 
Fiscal.— Pertaining to the public treasury or revenue. As, 

the fiscal year, meaning a financial year as reckoned by 

the department of finance. 
Fixtures.— The furnishings of a store or office that are not 

movable. 
Polio.— The page of an account book. 
Footing. — The amount of a column of figures. 
Forgery. — The act of fraudulently writing or altering a 

written document. 
Free Trade. — Commerce between nations imrestricted by 

duties or tariff regulations. 
Freight. — Merchandise being transported. The price paid 

for transportation. 

GAUGING. — The process of measuring the contents of 
casks. 

Good Will.— The reputation and patronage that pertains 
to an established business. The good will of a business 
is very frequently the subject of purchase and sale. 

Greenbacks. — United States notes, as distinct from na- 
tional bank notes. 

Gross Weight. — ^Weight of merchandise, including the 
case or wrapping. 

Guarantee, or Guaranty. — A surety for the performance 
of a contract, in case the party making the contract 
fails to keep it. A security against loss. 



TTONOR. — To accept a draft, or to pay it when due. 



"jlO)EMOTTY. — Security against loss, such as may occur, 

•*• or has occurred, by reason of some particular or speci- 
fied event, as in case of ordinaiy insurance against loss 
by fire, etc. 

Indenture. — A mutual agreement in writing between two 
or more parties. 

Indorsement. — A writing on the back of any commercial 
paper. 

Infringement. — To trespass upon the rights of another, 
especially when granted some special right by law, such 
as a copyright, a patent, or a trade mark. 

Injunction. — A writ or process by which a party is re- 
quired to do or to refrain from doing a special act. 
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DICTIONARY OF GOMMEBOIAL WORDS AND PHRASES. 



L O. XJ. — I owe you — an acknowledgment of indebtedness, 
by the signer to the holder, for the amount. 

Inbolvency. — The condition of one who is unable to pay 
his debts or meet his commercial obligations. 

IwflTALLMKNT. — Part of a sum of money paid or to be paid. 

Inbtaxt. — Referring to the present month ; as, the sixth 
instant means the sixth day of the present or current 
month. Abbreviated inst. 

Intestate. — ^Dying without having made a will. 

Inventory. — ^A schedule or list of the goods, wares and 
merchandise generally, credits and assets of a merchant, 
made out in minute detail, each article being set down 
separately, and separately valued, usually, according to 
its then cash value; the wbole list being then entered 
in a book called an inventory book. 

Xnyoice. — An itemized bill of merchandise bought, sold or 
shipped. 

TOBBER. — A wholesale merchant who buys goods from 
^ the importers and manufacturers, and sells to country 

or other merchants and to retailers. 
Joint Stock. — ^Property held in common by a company of 

men, each of whom is called a stockholder. 
Judgment. — The decree of a court enforcing a contract or 

redressing a wrong. 

LAW MERCILANT.— Commercial law, or such customs 
and usages in commercial transactions, as being recog- 
nized by the higher courts aa establishing rules of ac- 
tion, thus acquire the force of law. 

Lease. — The letting of land and other property for hire. 
The contract for such letting, usually written, but 
sometimes verbal when the contract terminates within 
a year. 

Legacy.— A gift of property by will. 

liEGAii Tender. — That kind of money which legally can 
be offered in payment of a debt. 

Letter of Credit. — A letter, usually addressed to bank- 
ing houses in foreign cities, authorizing the holder to 
receive credit for a stated amoimt. They are used 
mainly by travelers. 

LiABiLrnES. — The pecuniary obligations of a merchant, 
which includes his bills payable and all his other debts. 

License. — Permission or liberty to prosecute business or to 
sell. 

Lien.— The right of holding or detaining the propBriy of 
another until some legal claim be satisfied. 

Liquidate. — To pay or settle a claim. 
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AKER.— The signer of a note> 



Manifest. — An invoice or schedule of a ship's cargo. 
Maturity. — The date when commercial paper becomes 

payable. 
Merchandise. — In its most comprehensive signification 

embraces every article dealt in by a merchant. 
Money. — Any coin or currency lawfully employed as a 

representative of value in buying and selling. 
Monopoly. — The sole right to make or sell a certain article. 

The exclusive control of anything. 
Mortgage. — The written pledge of real estate or chattels 

to secure payment of a debt. 

"KTEGOTIABLE.— A term applying to commercial paper, 
^ tliat may be transferred by endorsement, or simply by 

delivery. 
Ksr.— Clear of all charges. The exact weight or amount 

after all deductions are counted out. 



Net Proceeds.— The proceeds of a sale after all expenses 
are deducted. 

Notary, or Notary Public— An officer who acknowl- 
edges deeds and other commercial papers; but whose 
chief business is to protest paper for non-acceptance 
and non-payment. 

APEN ACCOUNT.— A running account on a merchant's 

^ books, of debits or credits, with an individual or firm. 

Open Policy. — One intended to cover all goods shipped 
by a certain person within a specified time; each special 
sliipment and the amounts of insurance to be indorsed 
upon the policy, aa the shipments are made. 

Outlawed. — A term applied to a debt which has run be- 
yond the time when the law will enforce its payment. 

Overdrawn. — To draw a greater sum than one has to his 
credit. 

■p AR. — ^Equal in value. Any paper is at par when it is 
-*- worth its face value, without premium or discoimt. 
Parol. — Oral, not written. Also applied to written coiip 

tracts not under seal. 
Partnership.— The association together of two or mors 

persons in any occupation. 

Par Value. — The nominal value; usually the printed or 
written value of any paper. 

Pass-Book. — A book in which a trader enters articles bought 
on credit. It is usually carried by the purchaser, and 
is presented for record when the purchases are made. 

Patent. — An official document securing to a person for a 
term of years, the exclusive right to an invention. 

Pawn. — A deposit or pledge, given as security for a loan. 
The term only applies to chattels or money, and not to 
real estate. 

Payee.— The one to whom payment is to be made; espe- 
cially in whose favor a paper is drawn. 

Payer. — The one who pays or is under obligations to pay. 

Personal Property. — All property except real estate; 
chattels. 

Plaintiff. — One who brings a personal action in law 
against another party who is called the defendant. 

Power of Attorney. — A written instrument giving an 
agent authority to act for his principal. An agent thus 
empowered is called an Attorney in Fact. 

Preferred Stock. — Stock taking preference over the or- 
dinary stock of a corporation. A dividend is declared 
and paid on preferred stock before any can be declared 
on common stock. 

Prima Facie. — At first view. Prima facie evidence is that 
evidence which is sufficient unless rebutted. 

Promissory Note. — A written promise to pay a certain 
sum of money unconditionally, at a specified time. 

Pro Rata.— a proportional distribution. 

Protective Tariff. — Hates of duty fixed higher than the 
uniform rates, on certain imported commodities, for the 
protection of home manufacturers. 

Protest. — A formal declaration made by a notary public, 
of the non-payment of a note, or non-acceptance and 
non-payment of a draft. 

QUARANTINE.— Restraint of intercourse to which a 
ship, dwelling, or town is subjected on account of 
being infected with some conlagious disease. 
Quotations. — The published prices of merchandise, rates 
of freight, rates of exchange, etc. 
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RATIFY. — To sanction or approve; usually applied to a 
principal's approval of an agent's transactions. 

Rebate. — A discount, or an allowance from the stipulated 
price, made in consideration of prompt payment, or 
for other reasons. 

Kbceiver. — A person appointed to take charge of the af- 
fairs of a corporation on its dissolution, and to distribute 
its property according to law. 

IbociTTANCE. — The act of transmitting money values from 
one place to another. The value sent is called a remit- 
tance. 

BBSocmcBS. — ^Money, property, or that which can be con- 
verted into property; as, claims against other people, 
either on written or verbal promises. 

Bbtocatton. — The recall of authority conferred on an- 
other; as the revocation of an agency. 

SALVAGB. — ^An allowance made by law to those who 
save a ship's cargo from a wreck or fire. 

fiiBT-OFF. — A counter claim. A claim which the debtor or 
defendant brings to reduce the claim of a creditor or 
plaintiff. 

Solvent. — Being able to pay one's liabilities. 

Statement. — A list of resources and liabilities. A report 
of an agent's transactions sent to his principal. An 
itemized list of the debits and credits of any personal ac- 
count; as, monthly statements sent by wholesale dealers 
to their customers. 

Statute — A law enacted by a legislature. 

Stockholder. — One who owns shares of the capital stock 
of a corporation. 

Sua, — ^To bring an action against one in law. 

SuBETY. — ^A person who has made himself responsible for 
the contract of another. 

Syndicate. — A number of capitalists who unite together to 
dispose ot a large loan, or to conduct some great finan- 
cial enterprise. 



rp ACIT.— That which is understood or implied. 

Tabs. — ^An allowance made for the weight of boxes, baiw 
rels, or wrappings of merchandise. The remainder 
after deducting the tare is called net weight. 

Tarifp.— A list of prices ; as, a freight tariff. A list oi 
duties or customs on imports or exports. 

Telegram. — A dispatch or message received or transmitted 
by the electric telegraph. 

Teller. — One who receives or counts. A bank officer who 
receives or pays out money. 

Tickler. — A book containing a memorandum of notes and 
debts, arranged in the order of their maturity. 

Trade Discount. — A discount from certain list prices, or 
from the amount of purchases, made to a dealer on ac« 
count of a change in the prices, or on account of cash 
payments. 

TTLTIMO. — The last month preceding the present; as, on 
^ the twentieth ultimo, meaning the twentieth of last 

month. Abbreviated tUt. 
Usury. — Interest in excess of the highest rate allowed by 

law. 

TTALID. — ^A term applied to a contract that is properly 
* executed ; that is, legal or binding. 
Void. — ^Having no legal or binding force. 
Voucher. — ^A document or paper proving that some trans- 

action occurred ; as, a receipt or a canceled note is a 

voucher for the payment of money. 

• 

WARRANTY.— An agreement to become responsible, if 
certain facts do not turn out to be as represented. 
Way-Bill. — A paper containing a list and description of 

goods sent by railroad. 
Wholesale. — To sell goods in quantity: usually, in un- 
broken or whole packages. 



ABBREVIATIONS AND CONTRACTIONS. 



Aug. 
Bal. 
BaU, 
B,B. 



a or (3 (L. ad). To or at 

A, or Ans. Answer. 

A 1. First Class. 

Aoc,^ Aeet., or ofe. Account 

Aeet, Our, Account Current. 

Aed 8ale$ Account of Sales. 

AffL Agent 

Admr, Administrator. 

Admz, Administratrix. 

Adv. Advertisement; Advocate: Advent; Adverb. 

Ala, Alabama. 

A. M. (L. ArUum Magister). Master of Arts.— (L. Ante 

MeHdMn). Before noon.^L. Anno Mundij, In the 

year of the world. 
Am.^ Amer. American. American 
AnU. Amount. 
Afu. Answer. 
App. Appendix. 
Apr. April. 

Ari», Arizona Territory, 
Ark. Arkansas. 
Ast^d. Assorted. 
AMt. Assistant 
August. 
Balance. 
Baltimore. 
Bill Book. 
Bbl. Barrel, BarrelB. 
BdU. Bundles. 
JBJ79. Bags. 
B.L British India. 
Bk. Bank; Book. 
BkU. Baskets. 

Blk. Black. 
Bl$. Bales. 
Bat. Bought. 
BroX Brought 

5^ BillofSala 

Bu. Bushel 

Bx, Box or Boxes. 

c Cents. 

5*^ In care of. 

Oal. California; Calendar. 

Capt. Captain. 

Cash. Cashier. 

C. B. Cash Book. 

C. H. Court-House; Custom-House. 

Ck9. Casks. 

CJk. Clerk. 

Co. Company, County. 

C. 0. D. Cash (or Collect) on Deliver^. 

CoU. College; Collector; Colleague. 

Con. (L. contra). Against; In opposition. 

Or. Credit 



Bill of Lading. 



Conn, or Ot. Connecticut 

Oor, Sec. Corresponding Secretary 

Or. Credit; Creditor. 

Ot. Connecticut; Count; Court. 

Ot. or d. CtD\,.—(L, Centum). A hundred 

Ots. or cU. Cents. 

Owt. or ewt. (L. Oentumy 100, and E. weight). A hundred 

weight. 
Dak. Dakota 
. D. B. Day Book. 
JD. 0. District of Columbia. — (It 2)a Capo). Again, or- 

From the beginning. 
d. d. Days after date. % 

Dec, December. 
Del, Delaware; Delegate. 
Ikpt. Department; Deponent 
Uft. or €(ft. Draft; Defendant 
Biect. Discount 

Div. Dividend; Division; Divide; Divided; Divisor. 
Do. or do. (It Ditto). The same. 
Dot. or doz. Dozen. 
Dr. Debtor; Doctor. 
Dray. Drayage. 

d. 8. Days after sight 

D. T. Dakota Territory. 
ea. Each. 

E. and Q. B. Errors and omissions excepted. 
Ed. Editor; Edition. 

E. B. Errors excepted; Ells English. 

e. g. (L. exempli gratia). For example. 
Eag. or Beqre. Esquire. 

Etc., etc., or dte. (L. et cteteri^ ccstera^ or eatera) and 
others; and so forth. 
* Exeh. Exchequer; Exchange. 
Exeo. or Exr. Executor. 
Exeex. or Ex'x. Executrix. 
Exp. Export; Exporter; Expense. 
Esb. February. 
J?¥r. or^r. Firkin. 
Fla. Florida. 
lb. or Fi>l. Folio. 

F. 0. B. Free on Board. 
Fo'd. Forward. 

lyt. Freight. 

Ft. OT ft. Foot; Feet; Fort 

Flh. Fathom. 

Fur. or fur. Furlong. 

Oa. Georgia. 

Oal or gal. Gkdlon; Oallons. 

Or. or gr. Qrain; Grains. 

Hd^. Handkerchief. 

J^. chts. Half Chests. 

Shd. or ?ihd. Hogshead. 

Hon. Honorable. 

Bund. Hundred. 

/. B. Invoice Book. y 

/. e. or i. e. (L. Id est). That is. 

M IllinoiB. 
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In. Inch; Inches. 

ItuL Indiana; India; Indian; Index. 

Ind, T. Indian Territory. 

In». Insurance. 

imt. Instant,— in the present month. 

Int. or ifU, Interest. * 

In trana. (L. In tranrituX In the passage. 

Inv. Invoice. 

Inv*t, Inventory. 

J. 0. XT, I owe you — an acknowledgement for money. 

X Joint account. 

Jan, January. 

Jr. Junior. 

Kan. Kansas. 

Ky. Kentucky. 

Eg. Keg. 

X., 2&., or lb. (L. Libra). A pound, in weight 

X., I., or £. A pound sterling. 

La. Louisiana. 

lAi. or lot. Latitude. 

-^ Letter of Credit. 

Led. Ledger. 

L. F. Ledger Folio. 

L. a. Left side.-^L. Lotms 8igmi% Place of the Seal. 

Man. Manitoba. 

Manuf. Manufacture; Manufacturer. 

Mar. March; Maritime. 

Man. Massachusetts. 

Md. Maryland. 

Mdse. Merchandise. 

Me. Maine. 

Mem. Memorandum. 

Meeera. or MM. (F. Meeeieurs). Gentlemen; Sirs, 

Mie^i. Michigan; Michaelmas. 

Jfinn. Minnesota. 

Mias. Mississippi. 

Mme. Madame.— 3fm«a. Mesdames. 

Mo. Missouri. 

Mo. or mo. Month. 

Mon. Monday. 

Mont. Montana 

Mr. Master, or Mister. 

Mrs. Mistress, or Missis. 

MS. Manuscript. 

MSS. Manuscripts. 

if. A. North America. 

Jf. B. New Brunswick.— (L, Ifota Bene,) Note well, or 

take notice. 
N. C. North Carolkia. 
N(i>. Nebraska. 
Neo. Nevada. 
N. F. New Foundland. 
N. H. New Hampshire. 
N. J. New Jersey. 
N. Mex. New Mexico Territory, 
No. or % (L. Numero.) Number. 
Nov. November. 
N. P, Notary Public. 
N. 8. Nova Scotia; New Style (since 1763). 
N. Y. New York. 
Ohio; Old. 
%. Per cent. 
Oei, October, 
a K. All Correct 



Oni. Ontario. 

Oreg. Oregon. 

Oe. or ot. Ounce or ounces. 

P. or p. Page; Rnt; Pole; Part. 

|L Per. 

Fa. or Fenn. Pennsylvania. 

Fofgi. Payment 

Fd. Paid. 

Fer an. or per an. (L. F&r annum.) By the year. 

Fer cent., per cent., Per et. , or per et, (L. Far eentum.) By 

the hundred. 
Fk. orpk. P^ck. 
i%. , Package. 

P. M. Post-Master; (L. P^at Meridiem.) After-noon. 
P. 0. Post-Offlce. 
P. 0. D, Pay On Delivery. 
P. 0. 0. Poet-Offlce Order. 
pp. Pages. 

Pr, , pr., or fi. (L. per.) By. 
Prem. Premium. 

P. ^. (L. Float acriptumA Postscript. 
Pea. Pieces. 
Pub. Public; Publisher. 
Pwt. or pu>t. Pennyweight. 
Qr. or qr. Quarter (28 pounds); Quire. 
Qt or qt. Quart; Quantity. 
Becd. Received. 
Bet^d. Returned. 
B. L Rhode Island. 
R R Railroad. 
$. Dollar; Dollars. 
8. A. South America; South Africa. 
8at, Saturday. 
8 B, Sales Book. 

8. C. South Carolina; Small Capital& 
8ep. or Sept. September. 
8?upt. Shipnient 
8r. Senior. 
8, 8 Steamship. 
St. Saint; Street; Stndt 
Str, Steamer. 
Sun. or Sund. Sunday. 
Sunda, Sundries. 

Supt, Superintendent 

Thnn. Tennessee. 

Tax. Texas. 

Thura. Thursday. 

Treaa, Treasurer. 

UU. , tdt., or iiUo. (L. uUimo.) Last, or of the last month 

U. 8. A. United States of America; United States Army. 

U. 8. M. United States Mail. 

Utah. Utah Territoiy. 

Va, Virginia. 

Vice Free. Vice President. 

Vk, or m. (L. videlicet.) Namely; To wit 

Vol. or vol. Volume. 

yi. Vermont. 

Wcuh. Washington 

Wed. Wednesday. 

W. L West India; West Indies. 

Wia. Wisconsin. 

Wt. or wt. Weight 

W. Va. West Virginia. 

Wyo. Wyoming 

F. or Fr. Year. 

Yd. or yd. Yard. 



BUSII^ESS FORMS. 



RECEIPT.— TO APPLY ON ACCOUNT. 

f 175^. Boston, Aug. 8, 189-. 

Eeceived of Harrison & Emmons, 

One Hundred Seventy-five -^ Dollars, 

to apply on account. 

L. J. MUNSON. 



RECEIPT— IN FULL OF ACCOUNT. 

$1128tV^. Washington, D. C, Jan. 1, 189-. 

Eeceived of Troup & Scott 

Eleven Hundred Twenty-eight ^V Dollars, 

in full of account to date. 

N. E. NORRIS. 



PROMISSORY NOTE — ENDORSED. 

$2600^2^^- Glove City, K. Y., Nov. 1, 189-. 

Thirty days from date, I promise to pay 

The Dan'l Dunning Glove Co., or order. 

Twenty-five Hundred -j%- Dollars, 

value received, payable at the office of *the Com- 
pany, with interest. 

Note endorsed by MARK STOVER. * 

E. M. MooDT, 
E. M. Browh. 



RECEIPT.— IN FULL FOR CERTAIN CREDIT. 

$33^. Fonda, N. Y., Sept. 1, 189-. 

Received of Benjamin P. Hunter, 

Thirty-three ^^^ Dollars 

in payment invoice Aug. 8, $35.63 less 5^ discount. 

THE SCOTT JENKINS HAT CO. 
• Per. Fbakk Pool. 



PARTNERSHIP, NOTE. 

$500(XjV^. Lansing, N. Y., July 11, 189-. 

Thirty days after date, we promise to pay 

Lawrence E. Jefferson, _ .' or order. 

Five Thousand ^oV Dollars, 

value received, with interest. Payable at the First 

Nat'l Bank. 

WOODWARD & CO. 



RECEIPT.— PAYMENT ON NOTE. 

^'^'^iWr- Little Falls, Vt., Jan. 1, 189-. 

Received of "Wallace B. North, 

Seventy-five Dollars, 

as a partial payment on his note under date Nov. 

1, 1889, for Three Hundred Dollars payable to 

ourselves. 

NELLIS tfc LEE. 



JOINT NOTE. 

$128365^" Lawrence, N. Y., June 1, 189-. 

Thirty days after date, we promise to pay 

James H. Griflfis, or order. 

One Hundred Twenty-eight -f^^ Dollars, 

value received, with interest, afc Mechanics Banki 

FRANK R. COOPER. 
WM. T. 8PAULDING. 



DUE BILL.— PAYABLE IN GOODS. 

*283VV- E ASTON, Pa., Jan. 8, 189-. 

Due Paul Winder, 

Twenty-eight •^^- Dollars, 

in goods from our store. 

SCRANTON & CO. 



JOINT AND SEVERAL NOTE. 

•3003^^. Dover, Mass., Jan. 1, 189-. 

One year from date, we, or either of us, promise 
to pay Nelson P. Livingston, or order, 

Tliree Hundred ^Ytt Dollars, 

value received, with interest. Pavable at the 
DUE BILL— PAYABLE IN MONEY. iT \J ^ \^ .„ t^ , x ajauio 

A-i ^ « 15 Tj . ^x^^,> TiTr, T 11 1 on Farmers and Traders J^ at'l Bank. 

$16AV Bangor, Me., Jan. 11, 189-. 

' „ ^ T> 1^- EDWARD R. GOODBY. 

D"e Howard Pauldmg, JNO. M. GRAHAM. 

Sixteen -^^ Dollars, 

on demand. 

BENNINGTON BROS. & CO. BANK NOTE. 

l500^oV- Denver, Col., June 1, 189-. 

ORDINARY PROMISSORY NOTE. Thirty days after date, I promise to pay 

$500^oV Green Island, N. Y., Apr. 22, 189-. Dan'l M. Tomlinson, cashier, or order. 

Two months after date, I promise to pay jpive Hundred Dollars, 

Jackson & Co. , or order, value received, with interest. Payable at Colorado 

Five Hundred •jQj,V Dollars,, Nat'l Bank. 

value received, with interest. Payable at First Endorsed on back by MURRAY E. HOMER. 

Nat'l Bank. L. N. JONES, 

EDWARD M. LIVINGSTON. P. L. Bekmis. 
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5* 



^ 
^ 



CERTIFICATE OF DEPOSIT. 



No. /<?£?/. 



^tiwtt ISmE df '^ttil^^. 



Jfy]^ ]^ to Certify, Th 



AT. 






/%^/2^?>^^f^^^. 



HAS DEPOSITED IN THIS BANK 



G/^-e/^^-^ j3^ri^^^^:2^^<«^. 



Payable to the order of A^i^^^'tJ^i^j on return of this Certificate in 

CURRENT FUNDS, WITH <f PER CENT. INTEREST PER ANNUM, IF LEFT 8 MONTHS. 



No INTEREST AFTER DUE. 



^i/^OO.OO. 



c^. J.^^/A 



Qashier. 



CERTIFIED CHECK. 



I 



Of-i S • 

•3 « O 



o . 



Xo. 9J-4. 



KocHESTER, K Y., June 1, 189-. 



THIRD NATIONAL BANK, 

Pay to the order of Charles Mitchell^ 

Tliree Hundred jj^ Dollars. 



$300.00. 



MORRIS & CO. 
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INVOICE. 






Terms:— 30 Days. 



f^otteHt ofi SIMMONS & CO., 

General G^ogb^s and Commission (Qef^ghants. 



1 

6 



brl. «**• A Sugar, 212 — 18, 194, 

box London Layer Raisins, 

brls., Petroleum, 150°, 40, 41, 42, 40, 43, 42, 248 gals.. 



0. & M, R. R. 



Cartage, 



^ 


13 


83 


1 




2 


50 


» 


m i 

1 


29 


76 
09 


1 

t 

1 




46 




1 
1 


00 

1 


47 



BILL.STATEMENT. 




:^^ 



^€iXy 



(0. 






!^ JU^. s/, /cf^- 



>^ 



C^j 





^' 



'€ BLACK MO RE BROS. & CO. fi». 

gLUMBBI^S AND GAS PintJItBI^S. 



Jan. 



5 
10 



For 14 hours on Water Pipe, 
" 14 '' " " " helper. 

Repairing Gas, 

28 ft. i-in. Galv. Pipe, 
2 i-in. T's, 

Cutting Pipe, 



40^ 


5 


60' 




2b^ 


3 


50 


9 
2 


8^ 


2 


24 




10^ 




20 




■ 




40 


2 


• 


14 



10 
50 



84 
44 



Manifest No. 876. 



MANIFEST. 



^c^t^^i?^, c^.^ (Z^^i^.t-/ I, /dy- 




^hmmi 




( iff /Herriam, ^Jl/I?eel^r Qo., 



Miner© Anthracite Coal, 



C^ Qta.ic/, Jl^^/L.^^ ^ ^^., S^^//i<^l/, C^ (2f, 



Date. 


CAR. 








ANTHRACITE. 




1 


No. 


Litters. 


Grate. 


Bog. 


Stove. 


No. 4. NCT. 


Pea. 




189-. 


2 


T. JCWT. 


T. 


CWT. 


T. CWT. 


T. ;cwT. T. 


CWT. 

10 


T. 


CWT. 


April 


287B 


D. L. & W. 












1 

1 " 

1 

1 


• 



BUSINESS FORMS. 



XXV 



INVOICE OF COAL. 



EongM ©if Merriam, Wheeler & Co., 

Miners and Shippers of Anthracite Coal. 

Terms: — 30 Days, Net. 



MANIFEST. 


ANTHRACITE. 


No. 


Date. 


Car. 


Gratb. 


EOO. 


Stove. 


No. 4. 


Nut. 


Pea. 


PRIOE. 


AM'TS. 




NO. 


UEETEB. 


T. 


C. 


T. 


C. 


T. 


C. 


T. 


C. 


T. 

11 
10 


C. 

16 
11 


T. 


C. 




876 
021 


189-. 
Apra 


o 
10 


287B 
152 


D. L. W. 
D. L. W. 




1 




































22 


07 






8 


75 


88 


50 






046 

085 




20 
22 


1») 
110 


D. L. W. 
D. L. W. 






10 
11 

21 


07 
02 

00 




' 














8 


50 


75 


08 


158 


80 



INVOICE OF GLOVES. 



Book, 
Fdlio, 



9^. 



Salesman, 
Shipped, 





Tkrmp, 




'ed<i4d. 




BoiJ^t)t of Garrison & Wood, 



Jobbers and Importera of Gloves. 



Dozs. 


1 

Kind. Assorted Sizes. 


Assorted Dozens. 

• 


Price. 


Amounts. 


Total. 

1 






7 


7» 
1 

1 

62. 


72 

3 

4 


73 

4 
2 


8 

2 
2 


8« 

1 
2 


7 
5 


71 
10 


7« 

10 


78 

8 


8 
2 


8» 
5 


8« 
5 


9 
5 




00 
00 
50 




00 
00 
00 






5 

10 
50 


625 

842 

785 

Case 
18 


1 
1 

887 


10 
15 

8 


50 
150 
425 


625 


00 



XXVI 



BUSINESS FORMS. 



STATEMENT. 




/-^t!i>7^ 




€ddyU, 




: (^. ^.^^^. /. /cf/-. 



^^^yi^^it^A^i ^ 




v^ 



''^ ^(pAci'4'€^€M^'^,44.a', \/Y' (^' 



Ti) aeco^Qr Loit^ HOOD & CO., 



Wholesale and Retail Grocers. 



18»-. 












1 


Dec. 


1 


Account rendered, 


■ 






416 


50 




1 


Bill rendered. 


30 ds. 


32 


50 








5 


ti (C 


30 ds. 


18 


50 








10 


(C ti 


60 ds. 


75 


10 








20 


it a 

Credit. 


60 ds. 


83 


75 


209 


85 




626 


35 


Dec. 


2 


Gash, 




300 


00 








10 


Note, 30 days, 


Debit balance, 


116 


50 


416 


50 




209 


85 






E. & 0. E. 








1 





MONTHLY STATEMENT — DETAILED. 




. ^cid. 





^-^^/^^^/.^-^ 



Boij^fpt of Garrison & Cooper, 

General Gi^ogbi^s and Commission (Qei^ghanjiis, 



12S IMain. Street. 



189-. 




July 


1 
2 




8 




15 


July 


2 

8 



Account rendered, 

1 brl. «*^ A Sugar, 213 lb.— 16 lb., 197 lb. 

1 box Oranges, 

1 " Lemons, 

8 bunches Bananas, 

1 chest, 98 lb.— 12 lb., 86 lbs. Japan Tea, 



Ct. 



By check, 

1 bunch Bananas, damaged. 

Balance, 



7^ 


14 


04 




5 


50 




5 


00 


1.50 






40^ 








100 


00 




1 


50 



106 50 



24 54 
12 00 
34 40 



177 44 
101 50 



(^x 



75 04 



LETTER OF GUARANTY. 

Glovb City, N. Y., June 1, 189-. 
Folsom, Donnelly & Co., 

Philadelphia. 

Gentlemen: — This will be handed you by Lewis E. Troup who visits your city to purchase 

his fall and winter stock of dry goods. 

We hereby guarantee payment of any credit tliat ho may ask. In the event of any default you will 
notify us at once. Respectfully, 

Geo. p. Lincoln & Co. 



BUSINESS F0BM8. 



FREIGHT NOTICE. 

Central Transportation Co. 



FREIGHT OFFICE, Cor. Stale and NaTn Sb., 



^^(iU..- O-^J^"--- - 



The foUowinir consfBomcnt to j-our addrraa ia now ready for 
dpUverj-.and will be put In store at your liflk and eipenee If not 
removed in twenty-four houra art«r service of this notice, tbls 
Company beins no longer liable as carriers. 



Station Fhob 



M OF Property. 



1 bos Dry Goods. 



Tourg reapeetfultff. 



PETTY EXPENSE BOOK, 

JAK. 2, 169-. 



Pins, 10^; postage, 50(*, 
Laundry, 1.25; Paper. 50((, 
Ink, 50^; Pens, SO^; Holders, 2S(. 
Counted at t'am. 
Wrapping Paper, 
Shoveling Snow, 
Stationery, 60#; Postage, 50)t, 
Soap. 15^; Pencils, 25f, 

Counted as Ca»h, 
Cleaning office. 
ChaHty, 25f ; Laundry, 50^, 
Washing windows, 
Mending chair. 

Total for week. 

Entered in C. B., fol. 16. 



ORDINARY FREIGHT RECEIPT. 

NEW YORK. ALBANY & ROCHESTER RAILROAD COMPANY 

5yraouse SCatioi), Qa^t. //, /Jj?-. 
Beceired from -^■/if/i^>nr-M- ^ '^c, in apparent good co?idUw7t: 



..,.„. 


- 


-— 


1 

% 

5 
% 


.=c„„.o,„,™o„.„. 




,™„. 






a" 

V" 
s 

r 




* cJ. #«/«, 






C^/A 


„^, 




iS A4. ^^. 


/Sff 




# 


(^■ 




















As described a 



and value unkno 



CoMPANT, over the line of tbia 

er. and it tbe same are conilgrned to any point beyond the line 



be transported by 

-• Albami. ready u 

* tnlsCompi 



and in allreepecta 

hereon, which reguta- 



. „ , , , — Company's road leadr to be dellvepeda'l 

the next connecting Company or OHirier. It Ming eipteosly agreed tbatsaid property is to be tra 

subject to tberes^tatlonaof ChepubUshedTarlff of saldCompany.and to theaonditlonsprtntedaL- _ __ _____ 

lions and condilft>D8 form a part of tbla contract, and the acceptance of this contract is to be deemed evidence of notice of alt si 

I'sgulBtlons and conditions to and of assent thereto by the shipper, conalKnee and owner of said property; and it being further 
expressly a«rreed that this Company aasumee no liability, and is not to be held reaponsible as common carriere. for any loss ofor injury 
to said propertv after Its arrival at its warehouse aforesaid, or for any lose or damase thereto, or any delay in transportation or 
deUvery thereof by Hoy coimacting or saoceedlOK Company or mrrier. 

W. A. LnTLB, Agent. 

STORAGE RECEIPT. 

Portsmouth, Mass., March 1, 189-. 
Received on storage acconnt at our Water Street warehouse from Neester Bros. & Co. Two Hun- 
dred barrels Newfoundland Cod Oil, "Star" brand. The same are to be returned to them on the 
payment of storage and the return of this receipt, endorsed by them. Charges and storage five cents 
per barrel a month. Insured by owners. Islando W. Phelps. 



XXYIU 



BUSmESS FORMS. 



RAILROAD BILL OF LADING. 



Central Transportation Company. 



FREIGS^HT LINE. 



All articles entered on this Dill 
of Lodlnsr shall be subject to and grov- 
emed by the Classification as published 
by Railroads, and to the rates properly 
belonffincr to such classiflcation : and 
the rates as written in below, shall only 
apply to such Goods as are included in 
the class opposite or a^rainst which the 
rates are so written in. 



Subject to the order of Mer- 
chants Bank of Toledo^ 0. 



Charges advanced, $4.6Si. 



BILL OF LADIXO FROM 

Toledo, C, to Batauia Depot. 

If Ist Class OoodSt 15f per 100 lbs. 

If 2d aass Goods, 13< per 100 lbs. 

If 3d Class Goods, 100 per 100 lbs. 

If 4th Class Goods, 8f per 100 lbs. 

If Special, f per 100 lbs. 

Any consignment weighing lees than 
100 lbs. will DC estimated and charged 
at 100 lbs. 



DEPOT: 

Comer State and Main Sts. 



Toledo, 0., J?^«^^. /, /^-. 



Received front ^e^J//^^£^i ^, ^^., in apparent good order [except 
as noted^ the follotving packages [contents unknown], marked as in 
the margin, viz : 

(UNDER THE FOLLOWING CONDITIONS.) 

It being expressly understood and agreed that in consideration of lasulng this through 
Bill of Lamng, and guaranteeing a through rate, The Central Transportanon Company 
reserves the i^ht to forward saidgoods by any Railroad line between point of shipment and 
destination. The Central Transportation Company, or carriers over whose line they are 
transported, shall only be responsible as warehousemen, not as common carriers, while the 

goods are at any of their stations awaiting delivery to the consignees. They will not be 
able for any injurv to any articles of fr^bt during the course of transportation, occa- 
sioned by the weather, accndental delays, or natural tendency to decay, nor from any loss 
arising from leakage, improper packing, insufficient cooperage or strapping; nor for any 
loss or damage on any article or property whatever, by fire, or other casualty, while in transit 
or while in depots or places of transhipment, or at depots or landings at point of delivery ; 
nor for loss or damage by fire, collision, or the dangers of navigation while on seas, rivers, 
lakes, or canals. No responsibility will be assumed for damage resulting from chafing or 
goods packed in bales. All necessary cooperage and bailing to oe at owners' risk. 

No guarantee of special time for delivery of the goods is given— Carriages and Sleighs. 
Eggs, Furniture, Looking Glasses, Glass and Crockery Ware. Acids, Machinery, Stoves and 
Castings, Wrought Karble, Musical Instruments, Liquor put up in glasB or eajlhen ware, 
and all other frail and brittle articles. Fruit and all other perishable goods— will only be 
taken at the owners' risk of fracture or Injury during the course of transportation^oadlng 
and unloading, unless specially aAreed in writing to the contrary. Gunpowder, Friction 
Matches, and Uke combustibles ana explosives, wlU not be received except oy spectal agree- 
ment, and all persons procuring the reception of such freight without the knowledge of the 
carrier will be held responsible ror any damage which may arise from it. In the event of the 
loss of any property lor which responsibifity attaches under this Bill of Lading to the 
carrier, the value or cost of the same, at the time and point of shipment is to govern the 
settlement for the same, except the value of the articles has been agreed upon with the ship- 
per, or is determined by the classification upon which the rates are based, and said carrier 
shall have the benefit ox any Insurance effected by or on account of the owner of such goods. 
It is further stipulated and agreed that, in case of any loss, detriment or damage done to or 
sustained by any of the projierty herein receipted for, during such transportation, whereby 
any legal liability or responsibiOty shall or may be incurred, that Company alone shall be 
held answerable therefor In whose actual custody the same may be at the time of the hap- 
pening thereof. No claim will be allowed for deficiency or damage on packages If receipted 
for in *' good order " at the point to which they are contracted by this bill. No daim will be 
allowed that arises from insufficient packing or incorrect or inadequate marking. The ao- 
ceptance of this Bill of Lading or reoipt for goods, made subject to the conditions of this 
Bill of Lading, makes this an agreement between the Central Transportation Company and 
carriers engaged in transporting said goods and all parties interested in the property. In 
witness whereof, the agent affirms to Bills of Lading, all of this tenor and date, one of 
which being aooompUsfied the other to stand yold. 

E. S. Cutler, Agent. 



DRAFT TO ACCOMPANY BILL OF LADING. 



/^d^.OO. 



<^^^t/€^, ^,, Jte^. 6, /cT/ 



d^/ df'y^^/^. 



Pay -TO THE Order c? 



^^-^€i4^f'el C^A'%ye4'i^/i^a^}'i^/^ ^^€/^^i'^ <^/ di 




€'a€^ 




U^f^, 




3)oii 



aps 



'VcLlxi.e. veceivecL, ctrtd. aJuxvge. sctTrte to accoimt of 



J^. 8(5. </o 




c^a/a^^. (^. (^. 






BUSINESS FORMS. 



XXIZ 



EXPRESS C. 0. D. ENVELOPE. 



INVOICE — FILED. 



A'u.. 



(22) 

JCercliaiLts Express Company. 

$ 3/.7S for Collection, 

<; Charges for Return of Money. 

$ Total A7nomit to be Returned. 



From ^, Qf^eA^e^i ^ ^^., 
On {Jra^/^€'U I' -<3^^., 



^e^^t^n-. 



Hartfokd, Conn. 



j2^^. 6. /c?/-. 



C. O. D. 



Bill to be Collected on Delivery of Goods. 

Return proceeds in this Envelope, CABBftjiiLT Sealed, 
without delay. 

Do not deliver the whole or any part of the goods acoompanv- 
ing this bill until you receive pay therefor; and be careful to 
notice what money you reo^ve, and, as far as practicable, send 
the same as received, and follow the special instructions of the 
shippers, if any are given on the bills. If goods are refused, or 
the parties cannot be found, notify the offloe from whence re- 
ceived, with names and dates, and await further instructions. 

Never forward C. O. D. paokams beyond destination without 
direct orders from the Shipper, through Shipping Office, or until 
the collection and ohiurges are paid. 

N. B.— In cases where the bills do not accompany goods marked 
C. O. D., retain package and write to the office shipping the goods. 

dT" Agents must comply with the above instructions in every 
instance. 



BSMARK8. 



Add return charges. 








^. (%.,/^/^r 




^. 



Date, J^^^/./c^/-. 

For ^2!/r€>iU^iy ^^f^^/ J^^^i^<i. 

Entered C^^/ 's^ ^-^ ^6- 



No. /6. 



{fUe vrith the fold <m the right-hand side. In 
turning inwiees in a file, the upper right-hand 
earner, when ao folded, preaente a firm edge, and 
aUo the whale invoice is lifted, instead ef a part.) 



MEMQRANDUM. 



BVom 

Field Bros. & Moore, 

NOKKISTOWN, PA. 
189 Front Street. 



QHotated by [//^t>^e 




To 



^^^y^tCH?<^ t^ ^Ui?^t€^€4^^ 




^^^^l4U''^^''U444^^^j 



fforristou/p, (2f^^^ <$, /^-. 



<3lQ>- 



GeTLtlerrteTL : — Ort JizTte ISth TP^e j)vurjpose. TrtctTczTig tKree cLays^ 
stgKt dvaft on yoiXjfcuv^oT' TTvtrcL NattoTxaZ Sarttc,J'ov Five SizTtcLrecL 
(500,00) Z>dllcLVs, on ctccojznt, T^KtcTx please j)rotect ctncL ohltge, 

YoiXTS irevy respectfully, 

FIIELn BROS. ^ MOORi;. 



BUSINESS FORMS. 



RETAIL LEDGER— CONVENIENT FORM. 

WALTER W. BENNETT. No. 86 Ninth St. 

Dr. 



Cr. 



l»-. 










1»-. 










Jan. 


10 


1 lb. Cheese, 16^; 1 lb. Coffee, 38^; 1 lb. Tea, 50^; 1 oz. Nutmegs. 10^, 


1 


14 


Jan. 


15 Cash, 


3 


5 


00 






1 sack Flour, 1.50; Sugar, 1.00; Candy, 25^, 


2 


75 




31 


Cash, 


8 


6 


64 




12 


Potatoes, 1.50; Oranges, 60^; Lemons, 40^, 


2 


40 
















14 


1 C. Line, 25^; C. Pins, 10^; Wash-board, 40#; B. Powder, 50^. 
Raisins, 30^; Soap, 25^, 


1 


25 
55 














• 


18 


Currants, 40^; Spices, 10^; Pickles, 40^. 
1 sack B. W. Flour, 86jf; 5 lb. Rice, 40^. 




90 
















25 


1 


25 
















80 


Cocoanut, 50^; Powd. Sugar, 40^, 




90 
















31 


Pastry Flour, 80^; Cinnamon, 20^, 


11 


50 
64 
















11 


64 

























SALES TICKET. 

Clerk's No. 3S. Letter, kK. 

Name, 2d!rs. 2£ctry A-TTThoxLT. 
Address, 138 "West 14tK Street. 
How Delivered, Del. 'W^ctgOTh, 

Date, J'cltl, 18, 18 9-. 



ARTICLRS. 


AMOUNT. 




13 
20 
1 


yds. Gross Grain, 85^ 
'' Black Lace, 60^ 
doz. Jet Buttons, 


11 

12 

1 


b5 
00 
25 


p 


24 


30 


* 


Cash Rec'd, 

Examined by SoTLTheT. 


25 


00 



SALESMAN'S SUMMARY SHEET. 



Clerk's No. 32. 



Dep't Letter, W . 
Date, JcLTh, 18, 18 9-. 



8AL.1BS 




SALES 




SALES 




NO. 


AMOUNT. 


NO. 


AMOUNT. 


NO. 


AMOUNT. 


16 


24 


30 












17 


2 


05 












18 




40 










1 


19 


8 


08 












20 


1 


17 






, 


1 
1 


21 


3 


15 








1 


22 


1 


06 










23 


1 


90 








1 


24 


5 


04 








i 




47 


10 








i 
1 

1 . 












■ 



























STATEMENT FOR OBTAINING CREDIT. 
To Morgan^ Trumbull & Co., 
Roanoke, N". Y. 

Gentlemen: — For the purpose of obtaining credit we hereby submit the following statement 
in writing, showing the total amount of resources and liabilities of whatever kind, and affirm that said 
statement represents the entire and complete condition of our business, and that the facts stated therein 
are true and correct as shown by our books and from inventory. 



Resources. 
Mdse., Schedule A. 11850.75 



Accts. Bee, " B 

Bills Bee, " C 

Furniture, *' D 

Horse and Wagon, Schedule E, 
Gash on hand, 



9850.25 

1162.00 

860.00 

300.00 

176.00 



Total Eesources 24178.00 

Dated, Troy, N. Y., June 1, 18»-. 



Liabilities. 
Bills Payable, Schedule F 500. 00 

Accts. Payable, Schedule G 1878.00 

■ 

Total Liabilities 2378.00 

Present Worth 21800.00 



24178.00 



Perry & Co. 



Partner. { ^ro^B^^ 



BUSINESS FORMS. 



XXXI 



DAILY CASH BAUNCE BOOK. 



RECEIVED. 


PAID. 


DATE. 


ACCOUNT. 


KIND. 


NO. 

875 

154 

187 

856 




MDSE. 


ON ACCr. 


OENEKAIm 


Jan. 


1 

0, 

3 
4 


Balance, 

Deposited, 

Mdse., S. B., 13 

Moses Bailey, on acct.. 

Paid rent, 1 mo., 

Mdse., S. B., 14 

Mkvo. 

No. 187, 900.00 Mase. , 

«18 76 

Currency, 9tt5 

Balance 


Third Nat'l, N. Y., 

per B. B., 

J. W. Green's check. 

Cash, 100.00 
I>raft. 100.00 

Cash, 
Cash, 

Total, 

counted. 


18 
12 


75 

25 

00 

80 
50 


1000 
200 

31 


00 
00 

00 

00 

00 
80 
50 

30 

02 
50 
00 

52; 

02 


900 
50 

281 


00 
00 




31 








00 




1231 


1231 


00 


Jan. 


Balance, 

Mdse., S. B., 142 

Paid, per Expense Book, 
Suspense, 

Hmo. 

il^: S.U Balance 

No. 187, 200.00 

840.» 

Currency, 80.47 


In safe, 
Check, 

Cash over, 
counted 


21 


281 
21 
10 


12 
301 








28 




313 


02 




313 


30 


Jan. 


Balance, 

Mdse., S. B., 18 

Suspense acct.. 

Green & Co., on acct., 
M«Mo. Balance 

No. 896, 91.80 
No. 154. 18.7t 
No. 187, flOO.00 
No. 169, 100.00 

S40 55 
Cash, 00.47 


In safe. 
Omitted on 2d, 

Error 2d, found, 
Check, 162, 
counted. 


10 


301 

10 

100 


10 
Jfil 








50 
02 




411 


411 


52 


Jan. 


Balance, 
Deposited, 


In safe. 

Cash Book, 18, 




401 


. 300 


00 



DEPOSITOR'S PASS BOOK. 



May 



THE UNION BANK IN 



1 

5 

8 

10 

13 

15 

20 

31 



Disct. D. & W., 
Cash, 

c, 
c, 
c, 

Coll., J. C. Morse, 
Cash, 



1476 
248 
146 
175 
280 
875 
250 
150 



3603 



75 
75 
50 
25 

00 
50 
70 
00 



45 



AOOT. WITH DUNN & 00. 



189-. 


1 






May 


1 


20080, 15, 16««, 5, 8«», 9, 


254 


27 




2 


500, 8510, 28«o, 7513, i6«8^ 


705 


11 




5 


200, 145«o, 141'*, 20, 16»o, 


524 


15 




8 


16280, 33*0, 10, 


306 


•^0 




15 


225, 88i«, 4510, 16*«, 


374 


73 




20 


150««, 186«o, 42*'', 18«8, 


396 


99 




31 


I4908, 10008, 


250 


00 


June 


1 


16218, 1688, 1460^ 


193 


50 






32 Vouchers refd. 


3004 


95 




! Balance, 


598 


50 




1 
1 


3603 


45 













XZXll 



BUSINES-^ FORMS. 



ACKNOWLEDGMENT OF REMITTANCE AND ORDER. 



Wholesale Grocers. 

142 River Street. 



/r\a50i>'5 BaKiQ^ pou/der, 

HARPER'S YEAST, \ 

gOST'S SPICBS. \ 



C>^i!fd^€^^ve^^, ^.^ {^/ <9, /cf^- 



Measrs. E. L. Bannister & Co., 
Coleman, Pa.: 

Gentlemen : — Your favor of 6tli inst., covering draft on Eleventh National Bank, Xew 
York, for Fourteen Hundred Ninety-three and -^ Dollars, is to hand and passed to your credit with 
thanks. 

Your order for 25 doz. X X X X Oysters is entered, and the goods will be forwarded early in the 
week. 

Awaiting a continuance of your favors, we remain, 

Respectfully yours, 

Hood, Yost & Co., 

Culluin. 

LETTER INTRODUCING AN AUDITOR. 

New York, May 14, 189-. 
L. W. Fisher, Agent, 

Sichmond Office, 

Richmond, Ya. 
Dear Sir: — This will introduce to you our Mr. Edw. E. Young, general auditor for the Company, 
who calls on you for the purpose of auditing the books of our Richmond office for the year ending May 
1, 189-, as per your last statement. Please turn over to. him all books, papers and other records per- 
taining to the business, and tender him every courtesy and assistance. 

Very respectfully. 

The Novelty ManVg. Co., 

E. G. Smalley, Treas. 




€ld^'^p^ 



BILL OF SAMPLES. 

Denver, ((ir'^. /, /cfe'-. 

BoT. OF ELWOOD BROS., 

Dealers in Dry Gooda. 



DRAFT TICKET. 





Articles. 


Amt. 


Total. 






^ doz. each, Samples, 














878 


8 


00 










214 


7 


50 










818 


5 


50 










226 


9 


50 










875 


18 


00 








918 


12 


00 










514 


17 


60 










275 


6 


50 










276 


7 


00 










814 


8 


50 










954 


11 


50 










625 


17 


50 










12J 


129 


10 


10 


76 



Xt)e ?Jr)ior) Bar)^. 



Samples less than dozens are sent out either iV> i or ^ 
dozen each, in uniform lots. Bills are rendered as above, 
and t>t> i 01^ i Is taken as the case may be. 



Drafts Wanted. 



On 



Ix Favor op 




'. Q^. (yt44^eA^ed, 




'^^ 




<5. 



(^rt^'i^ Q^^. ^42 c^t!^ 



Amt. 
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XXXIV 



BUSINESS FORMS. 



ARTICLES OF ASSOCIATION. 



PREAMBLE. 



For the purpose of organizing for the manufacture and sale of Gloves and Mittens, we, the under- 
signed, citizens of the State of New York, hereby enter into the following Articles of Association 
under the Laws of the State of New York of 1854, 1867, and 1885, governing unincorporated Joint 
Stock Companies: 

period of fifty years, unless sooner dissolved by a court for 
fraud or mismanagement. 

Abticle Vin. The stockholders may, by a vote at any 
annual election, devolve upon the president, secretary, and 
treasurer, the sole management of their business. 

Article IX. The death of a stockholder or the assign- 
ment of his stock, shall not work a dissolution of the asso- 
ciation, but shall continue as before. 

Article X. That branch of law governing partner- 
ships as regards the liability of stockholders, is recognized 
by this association, and nothing in these articles of associa- 
tion shall be construed as having organized as an incoixK)- 
rated Joint Stock Company. 

In witness whereof, we have hereunto affixed our hands, 
and seals this Ist day of Nov. A. D. 18d-. 

Dan'l DuimiNo, 



Article I. The name of this association shall be *' The 
Daniel Dunning Glove Company.'/ 

Article II. The office and factory of the association 
shall be located in the city of Glove City and State of New 
York. 

Article III. The object of the association shall be to 
manufacture Glove Leather, Gloves and Mittens, and sell 
them to the retail and jobbing trades. 

Article IY. The capital stock of this association shall 
be One Hundred and Fifty Thousand Dollars, to be divided 
U3to Fifteen Hundred Shares, of One Hundred Dollars each. 

Article Y. The number of directors in this associa- 
tion shall be seven, as provided by statute, and shall be 
elected annually. 

Article YI. The officers of this association shall be 
seven directors, or trustees, a president, secretary and treas- 
urer, all of which shall be elected on the second Tuesday 
after the first Monday in January of each year after the 
first election. Said election shall be by ballot, each stock- 
bolder being entitled to one vote for each share held by 
him, provided that all assessments due upon said stock shall 
have been paid. 

Article Yll. This association shall continue for the 



(Endorsed on Sack,) 

Filed for record this 2d 
day of Nov, 189-, at 12 
o^dock noon, 

M. O, TRACT, 
County Clerk, 
Merriam Co., State N, T. 



[8eai\ 

Mark Stover, [8eal\ 
E. L. Grates, [SeaXl 
M. L. Ensign, \8eaC\ 
Jas. T. Allen, [Seal\ 
Erastus Green, [8eal\ 
Myron Griffis, [8eat\ 
Frank T. Ladd, [8eaX\ 



LETTER WITH A REMITTANCE. 



OFFICE 



LOISTGh & KIN^a, 



CQeh's Fui^kishings. 



Sprlo^fleld, /I\a55-. J'<^ S, /<^-. 





GeJhtlenTLeJX : — JErhclosecL T?re TxaJhcL yoix draft JVb. 369 on TKtrcL 
JSTcLtzoTtctl Bartky IsTew YovTCyfo-r Ftve. MuLTtdrecL TTvirtyseireTL ctncL y^ 
{537.02) Dollars, trt settlement of the folloi^ing : 



lOO 



iTwotce Jan. 5tK, Oct. 1, ^^ —%, ^ mos. net, 
lyiseovunt, Oct. lOj 6 per^ cent,, 

l^Tet amt. cLuue Oct. lOtJt^ 

Less interest, 3 mos., 1^ per cent., 

Dae as per draft enclosed, 
Flease receipt for same, and ohltge, 

IToars respectfully. 



580.00 
34.80 

545. 20 
8.18 

537.02 



Loi^a ^ :kij^&^ 
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( 

JTo. 3 

8hares, /OO. 

InstaUment, ^(f^y 

^2400.00. 

Ifeoeiued, 




e 

-< 



Ja. ^. 



ihSMSt /OO, 






Glove City, N. Y., 




is t7i€ holder 



C2/* (Q/'fte ^2€rt'e^n^€!^ie€/ shares of stock in 

The BftEiei Bi&Eiiiiig 0iove Company, 

of GZoue Qity,JT. Y"., upoTi which he has paid C^^^c^i^/u'^jU^ Q>oUars per share, 
fi fuU Certiftsaie will he given when aU the instalments shalX have been paid and 
this voucher is surrendered 




[ ^£. (L)'rt<Ua't^, ^Treasurer. 




€iyn4^&c 




t^^n^n4>'9^ 



> CPres, 



NOTICE OF OVERDRAFT. 



THIKB y^ATIO/^AL BAMK 



Mr. ^2^i!^4^ 




€t4r 



^^ 



^€^d€d^, Cj^,(^,, C^^. /cf, /jy-. 



{^€f-e't^ €icct?^€^e^r2^^ €^^^^€1-4*1 ^ -^ €^^t^'i'€^i^a^t^e^i^>t^ 




//^J.cr^. 



^Y^c^^"^ ^'i^yt'^ ^^^ 'j^^i^^^ ^€^^^ '/^ -t^ y^z^'tt^^^te^n-^ -e^^^ <r?^^<^ ^^^^^od^^ ^C^ 



i^^91^^i? 



€<^nyt €f^ €>a^4^e^€7/r. 




. ,j^^ ^^^j^^<^^<?«^^ ^asl^ier. 



LETTER QUOTING PRICES ON GOODS. 

]viem:orant3XJm:. 



f'lWW 



aHEEN^ & POND, 



In answer to yo\irs 
of 



1 1 6 Chestnut Street, 



Philadflphia. 



To 




^^'i^ce^j 




^ 




{?: 






(f . ^ 



Philadelphia, Pa., Jan. 19th, 189-. 
Omtlmien : — We quote you to-day, F. 0. B. : 

Akron Cement, per brl., 2.25 

Star Bros. Water Lime, per brl., 1.60 

Pulv'd Fire Clay, in barrels, per lb., _. 6^ 

The above are bottom prices. There are indications that Akron Cement will advance in price as 
soon as the season opens. 

Shall be pleased to have you command us for any amount of credit that you may wish, and hope 

to receive an order soon. y^^ respectfully, 

Greek & Pond, 

per Collins, 
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THBOEETICAL AND PRACTICAL . BOOK-KEEPING. 



BUSINESS FORMS. 



BILL 





.^^x>«j^ 








-yfei^ 












j^ 



A^f 




7^ 



Jn? 



ACCOUNT SALES. 




/<r/*- 




AdA 






/a(p(? 



/Sc^y& 







f^A 




yt^?t^. 






c^-^yVSy^- 



6 a 



f 



^^j' 



j*^' 



r/j. 
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INDEX TO BUSINESS FORMS. 



Account Sales 151, 

Articles of Association 

BiU of Lading _ 

Bil 1 — Statement 

Bill of Samples 

Cash Balance Book — Daily 

Certificate of Deposit 

Check 

Check Certified 

Check Book. 

Depositor's Pass Book _ 

Deposit Ticket 

Draft— Sight 

Time 

Accepted ' 

Two parties 

Endorsed 

Bank (new form) 

Draft Ticket 

Draft with Bill of Lading 

Due Bill — Payable in money 

indorsements — Forms of 

Envelopes _ 

Express C. O. D. Envelope 

Freight Bill 

Receipt (ordinary) 

Receipt (Stub) 

Notice 

Invoice 

Invoice 

' Coal 

* Gloves 



«c 



tt 
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